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A REPOBT SUMMARIZES THE RESULTS OF A SERIES OF OFFICE GCCUPATIONS
TEACHER EOUCATION CLINICS IR WHICH SUGGESTED GUIDELINES WERE
DEVELOPED FQR THE PREPARATION OF OFFICE OCCUPATICNS TEACHERS . A

SERIES OF CLINICS GAVE THE OPPORTENS

.¥Y FOR LEADERS IN THE FIELDS OF

OFFICE OCCUPATIONS EDUCATION AND BUSINESS EDUCATION TQ ESTABLISH
MININUN REQUIREMENTS FOR OFFICE OCCUPATIONS TEACHERS. PHASE ONE WAS
A-PLANNING CLINIC HELD MARCH 7=~10, 1966, THIS CLINIC, COMPUSED OF

CITY AND STATE EDUCATION SUPERVISORS. TEACHER EDUCATCORS, AND .-
CONSULTANTSy DEVELGPED PRELIMINARY GUIDELINES, APTER REVISION, THE |
CUIDEL INES MERE MAILED TG ABOUT 1,200 CITY AND STATE SUPERVISORS AND
TEACHER EDUCATORS FOR COMMENT. PHASE THO WAS A SERIES OF NINE -
REGIONAL CLINICS, HELD WINTER-SPRINGs 1966. A CONSULYAKT FROM EACH

OF THE NINE H.EoWe REGIONS PRESENTED THE PRELININARY GUIDELINES AT A |
CLINIC IN HIS REGIONe REACTIONS WERE QBTAINED AND- REVISED ORAPTS -
PREPARED. PHASE 3 WAS A NATICHAL CLINIC HELD JUNE I-3, 1966 REVISED
GUIDEL INES WERE REVIENED. NEW ONES PRCPOSEDs ANC A FINAL SET L
OERIVED. PLANS WERE MADE T0 EDIT AND OISSEMINATE THE GUIDELINES TO

ALL -CITY AND STATE SUPERVISORS OF CFFECE OGCUPATIONS EDUCATION AND

BU-INESS TEACMER EDUCATORS IN THE UNITED STATEE, PHASE £ WAT aa

PIFREIRNFE TS

EDSTORIAL CONWITTEE WELD JUNE 4~6y 1966. AN EDITCRIAL STAFE agvieweD BB
44D REVISED THE GUIDELINES DEVELGPED XK PHASE THREE. THE RINAL SET

OF 19 GUIDELINES WERE PREQﬁﬂ?Eﬂ_lN‘?@é‘ﬁfFﬂRlo (JCY




v N LA, ST ST e S v o e s+ - - - -~ S— - . o o
- pR & D
et -
Vame Bvs 2w e e amemrs e e o pia o =

U. S. BEPARTMENT OF HEALTH, EDUCATION ANL WELFARE
Office of Educasicn

This document has t-en recroduced exactly as received from the
parson or crgwizatian wriginating it. Points of view or opinions
stated do not necess

arily represent official Office of Education
pesition or poiicy.

2o ‘, - , e o

Project No 6-1522-1-32
U. &. Deporiment of HEW
Dffice of Education
Bureau of Research
Division of Adult and
Vocationol Research

~ [, o - Tne Y

Wayne State University
Department of Business
- and Distributive Education
College of Education
Datroit, Michigan

T N P

e e A

5.




R SR

Fred S. Cock, Project Dixector

Wayne State University
College of Education
Datroit, mcmgan

The Project Reported Harem WBE
Sapported by & Grant fyow he o
U.5. Dapartment of I-alth; Fiucation, am! ’Helrm

= 'Office of Bduention
" Puresy of Reseaxch . -
Dlviston or mt tnd Vamibmn. aeseareh
h ,04 ff«zza .

ey P et e e e e
e —— e ————r—a

i




.@:

PREFACH

Mfmmtummsﬁtofamneaofmw
ticas Feacher Bancation Clining in which 19 suggesicd gni@dma vere
developed for WHE PREPARATION OF OFFICE OCCUPATIONS TRACHERS,

Toe Giinics were funded tnrough the United Stetes (Eiice of
Eduestion, for $39,176 froa the pericds Jamuary 1, 1965 to July 31,
1966, Project Ho. 6~1522-3-32. - 'The Piscal Agent was Wayne Stete
University; the Project Director was Dr. Fred S. Cook, Chairmss,
Departmsut of Businass and Distributive Educaticn, m Btate
mWaity, Detroit, Mickigmn.. ’

The md.ter wishes to scknovwledge the significent conteibutions
of r. Dazicl Brown and kiss Christine Wichaels, Instructors &b

" Wayne State University who md u« us:umt w,aet Dixrechins,

a3 well as Miss Parbars Byl Project Secretary, sud Mr. Thoams
Broder, Office Assistant.
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SUMMARY

e ]

GUIDELINES FOR THE PREPARATION COF
FFICE OCCUPATIONS TRACEHERS*

RESPORSIBIE FOR THE FREPARATION (F CFFICE
OCCUPATIONS TEACHERS,

-

E‘hese guidelines ars addre;t;ed to THOSE

INTRODUCTION

General Baegouna.

Under the Vocatioral Educetion Act of 1963, provisien was made for
initial, refresher, and upgreding programs in vocational educaticn
in the cffice occupations, The activities at the CFFICE OCCUFATIORS
TEACHER EDUCATION CLIRICS were designed to support the program
autkorized, defined, and encoursged by the Act.,

Today, the office worker organizes dsta for decisions, supervises
and controls activities, coordinates sctivities , and provides

for commnication of information. No decision can be detter than
the information upon vwhich it 1s based, end the cffice worker Pro«
vides and processes the needed data. Office automstion is changing
the speed and the methods of doing office work. The day of the
quill pen is gone; the day of the printout is bere., For exsmple:

di. Office work is the sescond largest employment classificztion
in the United States; more then 16 percent of all employed
pexrsone are involved in office work.

2. QOffice work is the largest employment field for vowen;
approximately one out of three employed wowen works in the
office,

3. There is a chorvage of and a continuous domend for mowe
office workers,

k. More sophisticated offices require more sophisticated
preparation of office workers,

2« Eleven percent of the boys and 56 percent of the girls who
do not attend college entar office work; together they com-
prise asbout 4O percent of all high school gradustes.

Office occupations education, a part of busincss education, bhas been
Qefined as, "that body of subject matter and combinations of courses

f : ¥Developed at a series of Office Occupations Teacher Education Clinics
Vv in 1966 funied by the USCE, Project No. 6-1522-1-32; Fiscal Agent,
AN Wayne State Univereity; rroject Director, Fred S. Cook,
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to provide opportunities for pupiis tc prepare for end achieve

and practicel experiences, organize” into programs of instruction l
caracy objectives in office cceupations." The office oceupations

into which they may go include: - St
Accounting and Corputing Occupations ;:’
Business Data Processing Systems Occupations
Filing, Office Machines, end Ceneral Office Clerical Occupations e

Information Commmication Cccupations

Meverials Support Occupations: Transporting, Storing, and Recording
Fersonnel, Training, and Related Qccupations

Stenographic, Secretarial, end Related Occupations

Supervisory and Administrative Mansgerent Occupations

Typing and Related Occupations

Mincellaneous and Office Oecupations not elsewhere claseified

Office occupations education programs provide preparatory and supple~

rentary education to all persoms who want and can profit from them.

Frograms are eavaileble in communities throughout the nation for such ‘
éiverse groups as high school studants, post~high school students, e
working youth, working adults, and persons with special needs, ‘

The inclusion of office occupations education in the Vocaticnal Education b
Act of 1963 represents a newly recognized facet of vocationsl educstion. ;
It has resulted in a drematic expansion of sraining,

2. (blectives

The objectives of the Office Occupations Teacher Education Clinies
were to conduct a series of conferences to:

1. PFocus the attention of business scd foice teacher educators on
the Vocational Education Act of 1963, :

2, Diszcuss the implications of the Ac% for business and office
teacher education curriculums designed to support educational ,
programs for the office occupations, .

3. Secure the best thinking from the profession for the development
of guidelines for viable business and office teacher education
curriculums, '

b, Disseminate the guidelines which would te developed through a
series of training clinics. These guidelines would provide
?possible eriteria for eveluating the effectiveness of programe
designed for che preparation of teachers,

3. Procedures

The following series of Clinics gave the gpporwunity for legdars

- =24
1n the field of business education to establish minimup requirements

iv
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for office occupations teachers. Nine husiness tzzcher educators,
one from 2ech of the appropriate Health, Béucation, and Welfare
reglons, were secured to serve &8s consuitants* throughout FPhaeses
I, IT, and III of the (linics.

PEASE I--Planning Clinic, March 7-10, 1966

The purpose of the Flanning Clinic was to develop preliminexry -

guldelines and to determine methods for dissemination, discussion,

and revision of the preliminery draft. Fifty-two oity and state

business education supervisors, business teecher educetors, and _ ,
consultants were invited to participate. These participants were i

from 811 of the nine H.E.W. regions snd represented a cross-section |
of the national leadership in business education. J

As a result of this Clinic, & series of 20 guidelines were developed
and revised, Sets of these guidelines were then mailed to approximately
1200 city end state supervisors and business teascher educators.

Bech person who received a copy of the guidelines was asked to suggest
chenges, to submit additional guidelines, and to send us nemes of
edditionel business educators. They were also urged to participate

in the June 1.3 Nationsal Clinic. '

)

PHASE IZ--Regional Clinics, Winter-Spring, 1966

A ccasultent from each of the nine H,E.W. regions presented the pre-
Uainary guidelines st a Clinic held in his region., They secured ‘
reactions from the aulience and prepared a revised draft *acorporating
the recomzzndations from their regional meetings.

An average of 25 educetors attended each of the nine H.E.W, meetings.
As a result of these meetings, the consultants developed e revised
set of 18 guidelines, The revised guidelines wexe mailed to 1350
appropriate city and state supervisors and business teacher edvcators.

T The recipients were urged to make suggestions. revisions, and to
attend the June 1-3 National (linie,

FEASE III--Netional Clinie; Jure 1-3, 1966

At the National Clinic, the revised guldelines were thoroughly
reviewed end new ones were proposed, discussed, and refined. The
participants decided that the £inal set of guidelires would de 19
in mumber. Plous were made to édit and disseminate the guidelines
to all city and state supervisors end business teacher educators
in the United States,

PHASE IV--Editorial Committee, June 4-6, 1966 ,

-
‘An editorial steff reviewed and revised the guidelires which were : ;
developed at the National Clinic. The editors also considered suge-
~ 8estions which were received from the mailing to the 1350 business
educators, These guidelines were then submitted to %wo professional
editors for additional refinement.

¥Refer to Roster
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Bvery city a4 state business efucation supervisor and every business
toacher educator in the United States received at least cye draft of
the tentative guidelines, and, in most cases two drafts. An earnest
atteapt was mede to secure their written comments as well as thelr

. ective participation at the H.E.W. regional mestings amd the Netional

) Clinic. A total of 323 business educators participated in the develop-
ment of these guidelines, either by submitting written suggestions

or by attending one or mdre of the regional or nutional meetings.

¥o attempt has been ma.e to list these guidelines in any priority.
Tn other words, Guideling 15 is as important as Guideline 1. However,
the system for classifying the guidciines iss

A. Specislized Biucation: Guidelines 1, 2, 3, 4

- 2 S

L - -
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B. Professionel Education: Guidelines 5, 6, T, 8, 9, 10, 11, )2, 13, 1%
C, (General Pducation: Guideline 15 '

-

D, Inmstitutional Responsibiiity: Guidelines 16, 17, 18, 19

These guidelines are suggestions for action. They describe the qualities
and competencies which these teachers should possess a3 well as the
processes for achieving these goals.
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INTRODUCTION

Under the Vocational Education Act of 1963, provision was made for
initisl, refresher, and upgrading programs in vocational education
in the office occupations. The activities of the (FFI(E OCCUPATIONS
TRACHER EIUCATION CLINICS were designed to support the program
suthorized, defined, ard encoursged by the Ack.

Today, the cffice worker organives data for decisions, superviges
and controls activities, coordinates nmetivities and provides for
comminication of information. No decision can be better then the
information upon which it is based, and the office worker provides
and processes the needed data. Office automation is changing the
speed and the methods of doing office work. The day of the qvill
yen is gone; the day of the primtout is here. For example:

1. Office work is the second largest ewployment clagsification
in the United States; more than 16 percent of all employed
persons are lnvolved in office work.

2. Office work is the largest employment field for women;
approximately one cut of three employed womsh WOXkS in
the office. .

3. There is & shortage of and & contimicus demand for move
office workers.

k. More sophisticated offices require more sophisticated
preparation of office workers.

5. Eleven percent of the boys and 58 percent of the girls
vho do not attend college enter office work; together
they ccmprise about 4O percent of all high school graduates.

office océvzations educstion, & part of business education, has been
defined as; "that body of subject matter and combination of ccurses
and practicsl experiences, organized into prxograms of instruction to
previds opportunities for pupils to prepare for and schlave career
sojectiver in office cccupations.” fThe office occupations into which
they may go include: :

Accountirz end Computing JOccupations

Business Data Procesging Systens Occupations

Flling, Office Muchines, and General- Office CJ.erieaJ. Occupat‘ons
Information Communication Oceunpetions

Materials Support Occupations: Transporti _, Storing, and Recording
Personnel, draining, and Related Occupations

Stenographic, Secretarial, and Related Occupations

Supervisory and Administrative Mansgement Occupations

Typing and Related Occupations

Miscellanzous and Office Occupetioms not elsewhere classified




Cffice occupations education programs provide preraratory aud

supplensntary educétion to all persons who want and can profit
fzom. them. . Programs are avallable in commnities throughout the
nation for such diverse. groups as high school students,. pogtw-high
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school students,.working youth, working sdults, and: peraons
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The inclusion of office oceupations education in the Vocationsl .
Education Act: of: 1963 represents a newly. recognized fecet of .~
vocatiopal education. It hes resulted in a dramatic expamsion of
batlr ‘
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WNEEST sl office teacher educators had relatively 1ittle contact
with and no direct responsidility in the preparatios of vocationally
certifishle teachers, prior to the passage of the Vocationsl Rducation
Act of 1963. Under the provisions of this Act, however, business and
o office teacher educators bave immediate, .direct and cantinuing
: responsidbility for the preparation of teackers for office cccupations.
- This responsibility covers bhoth Twe-service as well as inegerviece
Programs.

In order to adequately inmpler-ut {he Vocational Rducation Act of 1063
in the office occupations, a series of clinics were held to:

1. Pocus the attention of business and office teacher
educators on the Vocationsl Education Act of 1963.

2. Discuss the implications of the Act for business and
office teacher education curriculums designed to support
edueational programs for the office occupations.

3. Secure the best thinking from the profession for the

develoment of guidelines for viable business and office
teecher education curriculums. :

k. Disseminate the guidelines which were developed through ,
& series of training clinies. These guidelines would
provide possible criteria for evaluating the effectiveness
of programs designed for the preparation of teuchers.

These guidelives establish, among other things » recommended minimue
occupational (work experience) requirements » general and vocational
education courses, and levels of subject matier competencies. They
also provide possible criteria for evaluating the effectiveness of
programs designed for the preparation of teachars.

1.
-5
.

The need for agreement on minimmm vocationsl certification requirements
by business teacher educators is apparent when the current college
bulletins from the leading universities are examined. An 2 1lysis of
depertmentel descriptiions reveals little » if sy difference in the
preperation progrem for office teachers and general business teachers.
Where & difference in preparation. is expressed or implied in institutions
that prepare both vocational and general business teachers, there are
inconsistenciee within the college programs in the procedures used.
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PROCEDURES

It is apparent that there is a neced for leadershiy to establish
ninismon requirencnts for business snd office teachers due to the
Vocational Education Act of 1963 being the first Federal legisie-
tion to support business sad office education. The following seriss

. of ¢linics gave the opportunity for leaders in the field of business

and office teachker education to.provide this necessary function.

Hine business teacher educators, one from each of the nine Health,
Education, and Welfare regions, were secured to serve as consultants®
throughout Phasesz I; TI, and IIT of the clinics.

PEASE I--Flamning Clinic, March 7-10, 1966

The parpose of the Plarning Clinic was $o éevelop preliminary .
guidelines and to determine methods for dissemination, discussion,
and revision of the prelimimary draft. Fifty-two selected city 4
and state business education supervisors, business teacher educators,
and consultants were lavited to participate. Tuese participents
were from all of the nine H.E.W. regions and represented 2 cross-
section of the national leadership in business education.

Speakers from the fields of General Teacher Education, Vocaticnal
Teacher Education, Business, the U.S. Office of Education, and City
and State Supervision presented papers on significant innovations in
the preperation of teachers. Presentations of the préliminary guide-
lines were also made by the consultants. The following summaries =
give the background of all speekers and the key points of the speeches
which they presented. S

.

" Refer to Appendix--Rosier, Page I. T
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General Teacher Education

HAROLD DAVIS

Director; In-Service Education

Bducational Research Council

Cleveland, Ohio

(Bd.Do~Wayne State University, 1963)

Frofessionad Activities:
Consultant, Staff Utllization and In-Service Bdueation
Consultant, Department of Navy College ROTC Program

Professicnal Organizations:
Americen Association of School Administrators
Naticnal Society for the Study of Education
Fhi Delta Kappa.

Praining Teachers for the 21lst Century*

Dr. Herold Davis

We miat trein future teachers for the 21lst century!

As we look at a brief history of education and learning, we cannot
stress the vast changes in learning that have taken place. In 1839«
at Princeton University--four pages comprised the cumplete curriculum.
However, the growtk of knowiedge has more thaa dounled in the last
decade and will continmue to grow. 2Ry 1970, the knowledge that is in
existence today will more than have doubled again in that vesr, Move
than 3ix thousand books are published anmizlly in economics alone.

A person would have tO read ten books a day to keep up with this
pace. Tids reminds us of one invention of particular faportance to

the teacher-~the printing press. Yet it seems that many teachers
still don't knovw that it was Invented!

These facts raise sericus questions sbout what to teach. A science
educator at Stanford claims that 50 percent of ihe seience curriculim
could de thrown out tomorrow snd never be missed. A professor of
business education at New York University sald a bookkeeper has
become an anachronism. 7Yet, business teachers teach bookkeeping as
it vas taught two generations ago. It seems that too many educators

. 844 new courses without eliminating the old ones; and others still

think that every page in a book is jJust as important as the next,
Back in the 1940's, the vice president of the University of Chicago
sald the best thing that haypened was the depression. It forced them
to cut 400 courses from the curriculum. Our first step, then, must
be to toke a long, hard look at the present curriculum, followed by
a cut of useless material. ’

*Cumrarired from a taped presantation, not a prepared text.
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When we lock at some of the modern methodologies in teaching today,

the situation is even worse. Mazny educators oppose new ideas. When
there is & new idea proposed, they say the idea is useless; when it

is tried, they say it isn't really important; when it becames accepted,
they say it isn't new. By this time it usually isn?t! Thus, we can
see vwhy it would take from forty to seventy years to introduce new
1dces in education. How much easier it is to move & cematery!

One of the newest teaching methodologies is team teaching. However,
many high schools, and enpecially colleges and universities, are
ignoring this challenging and important method of tesching. Team

taoching S'!'.'_Y_'esseg fz_exibilit}r ani has many aldvantanes In -h-—.rmml-»

teaching and learning experiences alike. However, not one university
in our area bas seen f£it to tcach in this way.

Team teaching utilizes different size groups. Students learn in
three ways: (1) from the teacher, (2) alone, and {3) from each otber.
Sometimes they learn more from each otker. Sometimes they do nst
learn what we want them to learn. Iarge Giscussion groups are
approprisve for jarge lectures--millions can watch television or
thcusands cen hear a spesker in & room., Small discussion groups

also have a part in team teaching when the large lecture groupe

break up and move into different zreas for round~-table discussions,
individual and small group instruction, and help. Independent study
is also valusble and many new methods are being immovated inm high
sckocls today where students are blocked in carrels and study booths
for concentration and study away from their neighbors. Team teaching
mist make us2 of the teaching-learning process. The important fector
is the QUALITY of instruction.

High school teachers today spend 35 percent of the total class time
tallking. On the national average 46 percent of the classroom time

is spent by the teacher lecticting and talking. In a report on junior
high sichools, the classroom was found to be inhabited by a central
figure of authority. Teachers dominate the classroom today and the
voices of teachers are the sounds heard most often from cutside the
clasproom doors. Most of this lecturing is unplanned and unprepered—-
and the students realize this.

What a waste of tims when five different teachers teach the same lesson.
How useless when ten or fifteen teachers are all monitoring tests! Why
not combine groups and dire lay people for monitoring. Thus, team
teachers would have extra time to develop welil-prepared lessons that

- are ivtereating and effective,

Horace Mann realized the importence of employing the eye more than the
ear. Today's teachers, as well as those of the future, mst recognize
the dynamics of wisual aids in the chanzing classroom.

Television is one of the greateat inventions of the age and yet its
uses have hardly been explored. In one study, 21 percent of the
stulents learned more from television than from & classroometescher
experience; only 14 percent learned less.




Cther visual aids may range from the use of the overhead prolector

to films. With creastive Lueginatiocn a tosacher can develop interesting
and effective transparéncies for use on the overhead mojector. Haw
wich more worthwhile & teacher 1s when he or she uses visual. presente~
tions on the overhead rather than holding a piece of paper up in front
of the class and esking, "Do you see the tb rd row, tenth figure down?”

Gther teaching alds include the use of microfilms to save space; taped
talks that are made available to abseitees or students wishing to

réiresh their memories on important points; and programzed learning.
The new “Art of Teaching" includes the new 3 "R's": '

Reasan
Reseerch
Responsibility

This new "Art of Teaching" stresses the fact that we must recognize
individual differences, watch for ways of creative leerning sad thinking,
and using new methods of endic-wisusl presentatiocns. OGur highest funce
tion consists of stimulating the student; old methods of recite and
regurgitation mist be eliminated.

Teaching must not be "machine" teaching--teachers are not "axridl
masters.” The French psychologist, Plaget, recognized the importance
of peer group interaction and exchavge of ideas among these peer garoup
mexbers. We, too, a8 teachers muet and should recognize and utilise
this fact. Technological alds help very little unluse temche.s change
their methods.

Oae of the obligations of educators today is teaching tesachers for the
schodls of tomorrow. And yet we can't do today's Job with yesterday's
nethods, - - R

& * *
KEVIN RYAN
Instruetor
Stanford University
(M.A,-~Columbie Teachers College, 1965)
Professional. Activities: '

Consultant, Far Western Small Schools Study Project
Consultant, Notre Dame College, Belmont, Californis. |

Professional Organizationss
Phi Delta Kappa, L
American Educational Research Association
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Innovations in Teacler Bducation

Mr. Kevin Ryan

Teacher trainiag is one of Americals mjor businesses. Nearly bnlf

of owr college students are prepared for classroom teeching. However,
this massive endeavor has not bheen subjected to the type of close
scrutiny and evaluation that is.forced upon a business. easher
education varies from university to wniversity with each training
rogran perpetuating itself and its dogmas. What teachsr training
needs 1smchmoregxcha.ngeod‘icbae, mch more evalustion of what

they are doing and a much greater openness to technological innovations.

The Stanford Teacher Education Progrea set cut several years ago to
discovar the best in teacher 2ducation and to add to this the best of
technology. The prograz is & fifth year internship that traine liberal -
arts graduetes for secondary school teaching. The cardidates have
Teaching »esponsibllities in public high schuols at the same time Shey
ere taking academic and education courses. Looked at from on: yoint

of view, the internship program has deen a laborstory to try sut rew
ideas in the training of teschers.

Two major themes have emerged from the work at Stanford. First, there
1am&tte@ttomuyzemmhmgactintocmntmm, and
then to train the beginnirg teecher in these siiils. Second, besides
the traiitional metnods of classroom instructiorn and supervision, the
latest in technology is used to help the beginners acquire teaching
skills.

There are six applications of the new techuologies to teacher training
that seem most promising. First, micro-teaching, which, strietly
eposking, is & process that is alded by technology. Micro-teaching

is & scaled-down teaching experience in which a beginner practices
various teaching skills with a few students 7ur a very short period

of tima., His teashing is video-tsped and gone- over with his supervisor.
The combination of a highly controlled teaching enviromment and the
oppoxrtunity to view the beginners' performances immediately has proved
to be a forceful means of stimlating behavior change. Second, 35 mm
caeeras, armed with & timing device, can give the tescher and the
researcher & pictorial record of what occurred at regular intervals
during a class period. We have found this particularly effective in
making teachers sware of the attending bebavior of their studenta.
Third, poxtable video~-tape recorders sre used by university personnel
to record what actually heppens in ‘the classroom of its beginning
teachers. Not only does this method of observation bave great ressarch
potential, but it has added a valuable dimension to supervision. Por
one thing, supervisor and teacher share & common frame of reference
when they view a tape recording. Further, the recording can be looked
&t over and over. Taye recorders have become so yortible that they
can be brought into a classroom and get up between passing bvells.
Fourth, 16 mm situai'on alternatives are £ilms of teachers that
deronstrate teaching roblems. They are used to show trainees the
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various ways in which they can respond to teaching situations. The
attempt here is to show them a problem and have them develop alterna-
tive golutions to deal with the problem. Fifth, computers have been
employed to process data from the beginning teachers, from their
students and from their supervisors. 'These data are used as feedback
to the interns on their performence and as feedbeck to the progranm
directors on the effectiveness of the program.

A final word of warning. Technology does not make s teacher iraining

program. .is potential value resides in our apility to intelligently
harcess it 10 aid in the achievement of scund goals.

* .

JAMES C. STONS

Professor of Bducation and Director of Teachef Bducation
University of California, Berkeley
(Bd.D.~=Statuford University, 1949)

Professional Activities: : :
Accreditation Committee, California State Board of Education
Chsirzan, Teacher Education Division, Associate of State

Universities and Land Grant Colleges
¥ord Foundation, Teacher Education
Presidsut, California Council cn the Education of Teachers

Professional Organizations:
geoclation of Student Teachers
Visiting and Acerediting Committee, NCATE
State Commission on Teacher Educeation

~

Strategies for Change in Teacher Eduée.l;;aa/

/'—

Dr. James C. Stone

If the nation's supply of teachers is to keep pace with. the.schools®
demand in terms of both quantity and quality, many changes &re going
to have to be made in the form and content of teacher education
within the next four decades.

among them criticism, coercion by state legislatures, research and
evaluation, and the use of venture capital or "seed money." fThis
report will discuss the Pord Foundation’s fifteen years of experience
with the latter strategy, as 1t invested over TO million dollars in
graais to some 7O colleges and universities in this country to

initiete wust the Foundation hes called a "breakthrough” in teacher
education.

Several different ttrategies for change have been avicupted recently,




Foxr a report to be published this spring, the spesker has analyzed
the major accomplishments and shortcomings of the Ford effort.
Recognizing that there are several failings, among them that most
students continue to receive their laboratcry training in traditional
school systeas under traditionzl forms of supervision. the following
are some of the most important accompiishments of the invovative
curriculum developed and implemented with Foundation support.

Because these experimental prograns include extensive recrultment and
careful gsalastiom, they have attractad cuperinr candidetes Wi ara
particularly suited for the teaching profession. In comparison with
gradvates of conventional curriculwms, only 50 pmrcent of whom remain
in teaching afier three years, 85 percent of the breakihrough
graduetes are still teaching after <he same length of time.

Iike their students, the staffs of most of these experimexial programs
have been selectzd especially for their creative, flexible, yet
practical awareness of the needs of the profession and the schools.

Inportant characteristics of the -successful breskthrough curviculums
include their emphasis on the subject matier preparation of teschers,
the development of n internship and/or £1fth year of professionsl
education, often concluding with & Master of Arts ia Tesching type of
degree, the more realistic partnership of ccllzge and public school
staffs in the students® teaching experiencz, and thz "teaming" of staff
nembers in & planned program, &s opposzd to the separateness of

courses and instructors typical of the conventionsl curriculum,

The FPoundation also found that meking grants to the colleges and the
public schools as separate institutions 1z lezs effective in izacher
education than funding Joint projects which require thicooperation
of school and college staffs in an innovative experimental progran.

All but two or three of the institutions studied are contimuing their
breakthrough programs even though the Ford Foundation grant is no
longer available. Several have discounted their ccuventional
curricvlhums in favor of the experimental ones. Their programs can
have, and have had, considerable "run off" on other schools and
colleges which are now developing their own creative cwrriculims, -
It is to be hoped that additional support for such teacher education
y:ogrg will bde forthcor irg from the United States Department of
E@ca ON. t » ’

* * *
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Voca;tional Teacher Education

AGFERTA HILL

kssociate Professor

Eome Rconopics Education

Towa State University
(Bd.D.--University of Illinois, 1959)

Professional Activities: _
Advisory Committee, Ohio State Center for Research and
Development in Vocational and Technical Education

Stete Steering Committee, Home Eccnomies Curriculum

Professicnal Organizations:
Arverican and Iowe Home Economics Association {Foreign
Scholarship Comnittee)
Arerican and Iowa Vocational Association
National Council of Faamlly Relations
National Society for Study and Education

Imagination, Innovations, and Inevitability of Change

Dr. Alberts Hill

In this presentation examplzs were used from the ficld of Home
Economics RBducation to discoss: (1) the content of teecher education,
(2) measuring tzactsr cffectivensss. (3) creative apnroaches to teacher
education, (%) teack rs for the 2Lst Century, and (5) college and
university teecker eaucation.

Content o Teacher Edvcation

The need for scholarship in the theodry of education is of prime
importancs in the teacher education program. Ieawrnins o5& teoching
are compiex kinds of human behavior: there is a growing boldy of
knowledge concerning both, which can and shouid be used for effective
teacking. Voeationzl education cannot afford the loss of efficiency
wiich comes from using lay practitioners as teachers. Vocational
teachers also need knowledge and skills in the arsa of employment

in which they are teaching, a comprehension of the relationship of
this occupetion to other aspects of our society, and understanding
of the legislative, politieal, technologicel, cultural, and demogra-
phical influences upon the occupational field.

Detemining Teocher Effectivenzss

Studies ade to determine the effectivencss of teachers usually have
hed as the and godl the developent of predicators for use in selecting
prospective teachers. Such siudies need to be iumproved but the idee
should not be discarded. We could be wuch more confident in our
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innovaticns if we really kaow teacher characteristics sud behaviors
vhich directly influence the success of vocational students.

An initial step in determining uwltimate criteria is the development
of & philosophy of vocational education which would provide rationale
for the criterie.

Creative Approaches to Teacher Education

The importence of each of the compeunents of teacher educatione.
vocational competence, general education, depth of knowledge in basic
disciplines used in the occupation, and professional preparation in
teaching--can be defended. Xowever, the patterns and the sequence
in which an individual gains competence in these various sspects can
be greatly varied. We need to be able to plan "tailormade" programs

~ for individuals desiring to become teachers, who way have varied

backgrounds in cducation and in oceupational experience.
Teachers for the 21lst Century

Persons who are prepared to teach in this year, 1966, can teach 30
full years before the 21st Century! Preparing teachers for the 2lst
Century is exciting and important but preparing teachers for the next
decade and next year is also the concern of teacher educators.

University Teecher Education

In this presentation, the velief that public institutions of higher
ec :ation, not any group with political, religicus, or economic

biases, should pley the major role in teacher education, was supported.
The need to further improve ccopersiive working relationships with
bealth and welfare agencies, business and industry, and schocls for
whom teachers are prepared woz emphasized, and it was suggested that
vhe contribution of all social agencies to teacker education peeds to
be clarified and utilizzd. However » the major respomsibility should
be taken by public education.

* * *

RALPH HASON

Chairman

Division of Business and Distributive Education
Indians State Univeraity

(Fh.D.-~University of Illinois, 1961)

Professional Activities:
Consvitant-~Florida, Illinois, Michigan, Inmdisna-~Vocational
Distributive Bducation
Cwrriculum Bulletin Committee, State of Iliinois
Research Committee, Business Bducaticn, State of Indiana

Professional Organizetions:
American Marketing Association
Illinols Business Education Association




Illinols Vocational Aesociztion (President)
Indiens Stete Teachars® Association
Indiana Vocational Asscoclation

New Deve nts and Innovations in Vocational
Business maucetion with Implications for
Teacner Bducation

Dr. Relpn Mason

The diagrems, Exhibit I end Exhibit IT, illustrate models or organi-
zation and operation for the cooperative method and for the project
method. Teachers who are directly involved with these methods in
tusiness education programs need strength in the following: (1) a
background in ecopomics and management in addition to-'skill training,
(2) the ebility end willingnews to deal directly with bdbusinessmen
and to train adults, (3) the ability and willingness to deal with
youth groupe, and (4) special professional education in philosophy,
orgenizetion, edministration, ccordination, and methods of teaching
vocational Pusiness education. Points two and three suggest that
prospective vocaticnal teechers are made aware of their responsi-
bilities so that only those committed to accepting these responsi-
bilities are encouraged to take such teacher education. Pointz one
and four suggest certain course content.

Your guidelines should encourage programs of teachar education that
will stand evaluation by these four criteria.




EXEIBIT T
THE COORSRATEIVE PLAN IN SECONDARY SCHOCIS

(‘.'oggera.tive Plan ;

Organizational. pattern for preparatory instruction
in vhich regulerly scheduled part-time employment
gives students an opportunity to apply theory in
practice while developing competencies through
training on a Job related to their distrinhutive
occupational ob,jectiveg.
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EXZIRIT II
THE PROJECT PLAN IN SECONDARY SCHOOLS

| ¥roject Plan

Organizational pattern for preparatory instruction
| which involves a regularly scheduled series of Iin- ¢
. dividuwally designed activities that give students . :
an opportuni%y to apply theory in practice while
9 developing competencies through projects relsted
: . | to their distributive occupstional cbjectives. i

2’" Busic Job Curriculums

{ Career Development Job Curriculums
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Project Method

Coordination of classroom instruction with
& gerics of individuelly designed learning
sctivities or projects related to students?
occupational objectives. '
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MAURICE RONEY

Director of Industrial Bducation
Oklshonm State University
(Bd.D.=~University of Maryland, 1964)

Profassional fetivities:
Technical Advisory Cummities, USCE, Division of Adult
& Vocational Research
Teconicad Education Researcn Coumcil

Professional Orgsnizations:
Armerican Society for Engineering Educaticnp, Technicsal
Institute Division (Treasurer)
American Techuical Education Association (Vice President)
Arerican Vocationsal Associstion
Oklahosa Technical Society (President)
Oklahoma Vocationsl Association
Phi Delta Kappe

Meeting Fersonnel Reeds ian Occupstional Educatica

Dr. Maurice Roney

The development of occupational. education services is seriously hampered
by a dearth of nrofessional leadership. The present systen of teacher
education is not producing administrative persomnel who understand
occupational education. The major problem facing education today is

not simply & matter of providing classroom teachers; it is to make
occupational education & recognized public responsikility. To
accomplish this will require a better mix of technical and professional
content in the professional study progxram.

The program for public school teschers must include a comprehensive
study of occupational education. By the same token, the program for a
specialist in occupetional educetior mist be given a broader program
vith exphasis on the administrative problems invoived in operating a
total ¢ ineational progran.

Because of the high level of technical competency required for the
occupational edvcation specialist, much of the professional study
prograx for these specialists must be deferred to the graduate
Frogran.

Cne such source of potential teaching and leadership talent is the twoe
year post-high school program. Much of the specialized technieal educa-
tion requirements can be provided by these schools. Selected graduates
of these schools can be drought to the professional education program
after an appropriate period of succeas®ul werk experience. Wiith the
bveckground of treining snd experience (neither of which can be provided
by teacher education institutions) the individual has a better under-
standiug of the needs of students. As & teacher, he can better

16
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interpret occupational: education needs to administrators. This
experience should give him av understanding of the specific require-
ments OFf occupations. The professicnal program con supply the
understaniing of educational mrocesses and administrmative practices.

Evperience with & professicral teachor education program, for technical
institute gradustes at the Oklshowa State University, Las been
encouraging,. This B.S, fcgree progrem has been designed +o take full
advantage of the technicsl content of the lower division work in
Azzocizte Degres curriculise In cuginsering technology. Thmis mrocedure
has the distinet advantage of bringing into the professional program
Rersons with similae beckgrounds end common intereste. Most importent
of all, these individuals hsve an-appreciation for the unique
characteristics and services of the :{wbsyesr progras, Probebly no
other background would give an equal widerstanding.

One of the persistent problems in occupational education is the
unavoidable competition betwean schools sad industrial organizaticns
for competent technical personneél. This competiton is especially
severe in technical fields. DBaccalaurcate degres graduates i
Technical Education are currently being offered stsrting salaries in
Industry up to $700 per month. -In spite-of this gbvious attraction

to industry, 54 percent of the 80 0,S.U, Technical Bducation gradustes
are in education work and oily 23 percent are employed iz industry.

In this comnection, it should be noted ihat @raduates whose industrisl
experiences have been iimited to non-technrical work are encaraged

To Sdaln at least two years of technieal work experience: before

making syplication for teu_zhmg positions.

%* * %*
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Business _I_{gyaeentttive

TIIARD COLLINS e

Manager, Educationsl Services
Y Office Products Division

i IR Corporaticn

Yew York, New York

~ld L Fa'r il A
{gos.;a?m’“"'séh Paxns Stats Talver BAYY ) agvyj

Professionsl Activities:
Comerce and Industry Association
Haticnal Defanse Educational Activities Commitiee B

A Professicnal Organizations:

CPS Iastitute

R Mountain-Plaineg Business Eddecation Association
Of2ice Executive Association (Board of Directors)

L Sducation Toward Productive oyment

Mr. Millard Collins ‘;

i Business educetion 1s o broad, extensive field but there are basic

s Jmowledges that employees must obtain before tbey enter the world of
workx. It is most important that the distribution of goods and services
be considered as 2 vital part of all business activities. Based on
this philosophy, we cannol spesk of & service area of business,

- - govermment, etc., without including the scope of tusiness or office

i education lnowledges needed in basic performance, specialized skills,

. economic understanding, mamufacturing and diestributing of goods end

‘- services.

e Oftentimes we feel {hat we are compelled to follow the criteria set

by accrediting or other groups determining what will be teaught.
; However, there are no unimporiant jJobe and most buginesses, vbether |
in sales, services, manufacturing, etc., include the functions of
general mansgement, personnel, organization, sduwinistration, finsncial,

rezearch and development, manufecturing, legal, and lomg-range planning.
Therefore, & core or block of subject metier areas by the Association '
) of Colleginte Schools of Business can be Justified &s an integrated 10
- part of the tralning of pecple for office occupstions. .

‘ Information or data processing serves as en aid in the improvement of -
management decisions relating to each function, including the adminis- X
S trative or office functions. 4s the science of managerent advances, '

management education must be developed in light of our prasent and *x
future economic gystem. Aralogous to this is the change we have seen i

in the philosophy of sales massgement versus the merketing concept, e
. whereby marketing function provides the direction and climmte in which
T the sales will be realized.

ERIC
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There ie & strong and growing tremd in rowy business enterprises today
to look at where and how office employees can and should be used more
effectively. Governmental agencies are also concerned with efZective
office operation, handling, processing of words and data to-enable
them to meet their required objectives. Educational systems at the
local, state, and national levels are reguired to imorove the effective-
ness of their office administration personnel. Educational institutions R
industrial training personnel, and the military have begun to refine
programmed instruction, closed circuit television, realistic and
eontinmuing sducation for all employees.
The gap between mansgement education and those who work closely with
management st not be broadened, tut must be narrowed to reduce costs
and insure effective operations. Realistic job analysis can provide
subject matter areas that should be taught. Office cccupation skills
alone do not equip the modern office workers to receive a firm,
continuous exployment. Business and office occupation teachers should
keep in mind that no amount of guidance and placement of students
can determine the exact carear paths those students will follow.
Technological changes have campelled business menagement to up-date
from manually opersted equipment to electrically operated equipment,
fron batteries to transistors, etc. It is possible that textbooks of
the hard-back type, may be replsced with units or blocks of informstion
to be studied? We should consider educating the total person for his
life in the world of work. It should be recognized that this is not
& saturation. Continued growta and develorment will be required in

o 208t progressive Pirms.

The mmber of well-qualified office employees is increasing but, are
the skills and knowledges changing? How can these changes be mocre
quickly reflected in the curriculums that we offer? Oftentimes we
push hard to have & typist reach 50, 60 or 70 words per mimute on
straight copy, and it may be shocking to find that this same typist
vill drop 15, 20 or 25 words per minute on Production or application
typing. Perhaps business teachers have the concept that production
typing may be an extension of speed development., Woald it be wisge to
refer to application typing, iz which the teaching materisls are
structured to have a student repeat the zpplication & mumber of times
in order to develop the standard of productivity accepteble in the
business office?

Vocational office occupation teachers will have to be trained in more
extensive skills. These teackers must impert not merely facts and
basic skills, but convey the attributes and values that are an integral
part ¢l the studenti's performance on kis initisl Job. A sixth sense
will have to be added--a time sense that corresponds more nearly to the
computer gathering, coding and de-coding of date at thousands of
characters per second. This is vital for the business student rather
than allowing him to think only in terms of his typewritten oeze or
adding mechine type.

Problem solving, case study, ard logical analysis muat be introduced

in most areas of our basic and specific akill education together with
effective commnications 1f there 18 to be success iz nanaging a profite
aaking enterprics. The ability to seek better ways of perforning daily
tasks can be a rewarding experience for an office employec.
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Wa can be optwsﬁic on the v.ccmplinbmnts to date, ard the expandiing
opportunities of the future. (ourse content ahou.‘l.d be revamped with
close. cooperatj.on of textbook publishers and other groups producing
media to lnsure’ £lexibility and depth in each of the courses. The one
sexester, one-year basis for fteaching & solid course should be looked
at to determine the meri of iwo months, four months, or purhsps two

to four weeks. Bloch of inPormation to be’ tmghﬁ should %2 determined,

and this spould be the gove overning Fastor in hoir Tong 1t taXup to dswvelop
ltmﬂsn'b nerfnmmnee in's given sren. Rasie Incsladoma_ mevhara aiven
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in one. or two caurses, meluding econouic and consumer education,
should be considered & part of the total education of all stadanis.

Numerous reterences ha.ye been made to local, state, and te&m& funding.
We a3l Jmiow that these prograts are sﬁronger ‘then they have sven heen
for the s-ea-of office and business gecupations. The challesge is to
make certain that &1l programs. for students. and. adult educstion are
strong endugh £0 agri.t the total expendi'bure Tt will be necessary

to stress snd safeguard a&ad.nst ‘the pessibility of obaolescense

in cur baslc and office skill education. Thus, a closer working
rela%ionsnzp nemen wainzss 9 goverment » and the total educational
systen shmzm and can be perfected.
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Tuited States Office g_f_ Bduestion

BROCE BLACESTOHE

Chief, Office Occupstions Réueetion

Divigion of Vecational end Techulcal Bducation
Departaant of Health, Bducetion, esmnd Welfare
OfPice of Biucation

Woehinston, 0., .

(BdDo~-Ymiversity of Soutbere California, 19553)

Professional Activities:
Consultent, Yrenier Ministry of Béncation
Consuliant, Wabtionsl Cavrsey Cuidsnce Poundmbtion
Consultant, United Pusivess Schools Associsbion
Technical Advisor, Buslasss and 0£0ice Division,
Amerdcan Vocational Assotiabion

Professional Organizations: )
American Vocationsl Association
Eastern Business Rducation Associetion
Cffice of Education Vocational Association
Phi Delta Xappa

Office Occu_ga'bionz
Dr. Brace Blaskstone

In our busy and expanding world, the office worker provides date for
decisions, supervises and controls activities, coordinates activities,
sad provides communication. The office work hes nc virture in itself,
but has value only in its abllity to serve those who need the services.
Ko decision can be better than the informstion upon which it 1s based,
and the office worker is the "father of decisions."

The changing pace of our warld and of our offices, ton, have changed
the nature of office workers. Office automation is changing the speed
with vhich we 4o our tasks and at the same time the way ir which we do
them. The day of the quill pen is gone; the day of the printout is
bere. This requires a change in approsch to education for office
occupations. It is no longer sufficient to train a person to itype-
write a little, xnow the bookkeeping cycle, and get along in some fornm'
of shorthend. :

The overall purpose of education for office oce’ :ions 1s to provide
the trained manpover needed to meet local, Stas ; ud Rational needs
for office workers. Office education is part ». a larger program of
vocational education which is balanced in rel .tionship to local, State,
and National employment structure.

21
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in turn, woeational sducetion 18 Zn balance 'with the general education
meeds of local, State, and National programs. Specifically, it is
ngcessary to provide a balanced program of business education in the
schools so that sdeguate support cen be provided to those studente
with a career objlective Iin office occupations. Gueh courses as
economics, general business, Begirming personal. use typewriting, ete.,
are of lmportance to the busic business side of Business Eduoation.
They provide abilities which wake possiltle effective eitizenshiy in

8 Dusinesg-rilled suviromment. I these subjects are pors of gansrsl
educntlon snd sre seeded by all studente...ss T believe thew %2 ba...
thon they are doubly important to those who wish & earser in an office
oeeupation.

Office ofucelion is designed to seyve the nesis of socelely through
initial, vofresher, and upgreding education. This edueation lsads to
eviployment end advencement of imdiviéuals im oceupaticas in wibliie

or privats snterprises or orgenizaticns related o the facilitating
function of the office, and imeindss such activities e5° zecording

and ratrieval of dsta, supervision and cooddination of office setivities,
interpal and externel cosmpmication, and the reporting of infommtion.,
Ofiice occupations sduveation 1s 2he ehiid of the Vosstionsl Bucsiien
et of 1563, Its seture and sedpe- are spelled out in hhs Act and ite
regulations,

This sdusation sbould be svailsbis &n the entire spectrus of shilities
from the very low ssd siow to the very high and competent. High school
students, those vho have camplatesd or lsft hish schocl, those whe have
entered the labor market and nesd truining and retraining, persons with
specizl edacationsl dissdvanteges, and tezchers of offise ogcupation
subjects, ave the major groups vhieh ean expect service from office
eGucation programs. Office career education is provided through
courses and curriculums bessd on the cexser chisctive of tha the enrolilee,
including subject matter and rreciical experience; through methodology
end organization appropriate to the level of instructicn and the neture
of the enrcilcze.

The identification of the gnrollee’s career objective is in terms of
those oeeupations listed in the Dicstionary of Occupaticnal Titles, or
in pewly emerzing and identified office oceupations through such
cwriculums gs:  Accounting cod Computing Oceupations; Business Data
Processing Syatems Ceeupations; Filing, Office Machines, and Gemeral
Cizice Clericsl Oecupetions; Information Comzmnication Occupations;
Yaterials Bupport Cocupations: Transporting, Storing, and Recordding:
Personnel, Training and Related Cecupations; Stenographie y Secretarial

fd Felsted Qecupstions; Supsrvisory and Administrative Mansgement

Gecupations; Typing and Related Oceupations; Miscellanecus Office
Occupations; and Other Office Oceupations not elsewhere classified.

The aducational cycle for office occupations starts frow an anslysis of
the cccupation and its descripbion in behavioral tewne trasglahed

into educational procedures, placed into opevation 4n and out of sehool
through planned learning experiences end reslistic opportunities to
use skills snd knowledges, then placement in the world of work, and
evalvated on the basis of success on the Job.
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A major problem for office occupetions is found in teacher preparation,
as an educational progvam can be no better than the tesching invoived.
Cffice siucation supporte the Werldd of Work by providing traived
rsvanel prepsred in milbtizls level shucatiownl prossums, shpportsd
by traiped fseshers. The Jdegree prommue of todey sovve ¥: Righ
achool, pest-high sebool avd colisglste programe. U tomins e
office education isschors for sdnit, grivate husiness schosl, aves
achool, teaknisal inatlfniss, gerscns with cpesial nesds, sentew
citizeng, o%2? Wo keve & chodlense $o suppdYy onalifisd tssalwrs
o s25h Isvel o instructicn sof sseh of the muisdipiz ceshiss
eavirommanis.,

He find Incressed setivities in office oceupstions eduestisn, Sor
eRempis, LHSES has boen incregsed: State end laosl supervisionee
plasning af all levels, uss of BUrVeys==Cooperative eduostiag, youlh
group aotivitien, programs fov persons with spectal peeds, and above
&l incressed envollizent with some 730,000 perzems reporded i{n office
aseusasions educstion.

1% 12 200 soom to exyect in =ach Sigte & Irogran of edueation for
«ffise seeupations valch wiforaly sovers the sntive spectrmum of
office eativitiez. Under the newsst of the sajor vocational efusstion
pXogreme, service is being provided 4o meny greoups inmeluding: high
schoal students, dropouts, youth and adulte in preparsiory and supplse~
ESnlary programe, smd persons with specisl needs,

Hawy States sre carryisg out lsudsble programs to help students prepsre
to enter and advesce in office ssresrs. ¥o two States use the same
Fvocedures and techaigues of folloy the sawe orgenizeticonl path,
Individually, meeting with the neede of thelr citizens s Steiving to
work cut 4he problems of a new orientation, the States are making o
success of education for office occupations.

* * *

SIDNEY HICH

Project Coordinator

Bureau of Research

U.8. 0ffice of Education -
(B&.D. ~-5tenford University, 1960)

Prefessicnal Activities:
Chief, Tachnical and Vocational Bdueation RErsmeh , Viet fam

Chief, West Africa Branch, Education Division, fepartment of
State

Péofeﬁéiom Organizations:
ferican Foreign Service Assosiation
Amgricen Vocaticnal Assoclation
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The USCE and Reseorch in Teacher Education

Dr. Sidney Righ

I wed@ Aile to say o Pow words this sovning ehout o role in ressarch
iz gewsral @Ml 1o teacher edusstionq-in partieuler, office eduestion,
A3 of Sovember 0, 1965, precisely I§7 mroposals hed beon spuroved,
Theze pruposals were spread geoprapbieslly all wer $he nation. Whey

* Al = AP, DY . S N - W
TANSES  arvrthenes ‘;‘,’E’W"ﬂ &w‘:&m& éamg«mmaé tise vericd %5 & Lo

proposed twe geriod; the price tags have rangsd el e wy froe &
Pavw thousand dollare to over one adilion dollavs for sny Individeal
Txcposal. They have raopged in type of lnvestigation ail the way from
slmpde ihings like betier ways %o train semi-skilisd pecpie {such az
Guplicating machine operators) to programs requizing thrue yssws beyond
Bigh sshool in order te trein suphisticeted tsebnlieisrs (sueh se
rasiation technologiats).

..“-“_.ww TR NSRS

52 are limibsd 4o oscupations reguiring less thsn & besheiorSs degree.
Thexefore, three yoors beyond the high school lsvel is sbout ms fer
D e we cEn go. Ve have had prepusals from thad dzvel all the woy
domm to semi-skiiled tradning for nigh zehosl dropputs.

%2 have & very wide mpectrm of the ccowrstionsal rlerarchy. Therefore,
we have divided the types of projects into three orimary areas of
cccupational tralning., Pirst are the employmert opportunities. This
branch concentrates on sponsoring research projects to see what the
labor force looks like, the current structure of the labor Porce s what
kinds of Jobs are now short of trained people, and where the shortages
will lfe five to ten years from now. Second are humen resources. What
Are the available uman rescurces for vocational programst wWhat are
their sociolegical as well as peychological cherscteristies? There

18 & lot cf xesearch needed in this aree, esyecially among scae of the
disadvantaged groups. Third are educstional resources. This branch
is concerned with the training processes by %hich this raw material
would wove-uthe kind of curriculum or training needed to fit
these people and the kinds of skills needed to enter the lahor force.

Our activities are divided into zertain driority areas. For this fiscsl
year, top priority 1s in the avea of growth and evaluatica. As you ki.ow,
in 1968 we have o submit to fongress an evaluation of the changes that
have occurred in vocational education as & result of the Vocational
Educetion Act of 1953. A second priority area is curriculum experimente.-
tion. This includes better weys of organizing curriculums and better
means of tralining yecple to perform specific functlons.

Some of you are probably aware that the Buresu Plans an Educationsl
Research Information Center to try to take advantage of some of ithe
best modern techniques of storage and retrieval of information in
ordey to make the findings of educstional research avalisbls to
interested pecple,
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The Buresu of Research has about 100 million dollars for educatiocnal
research. That means that by the end of five years we will have a
half billion dollars worth of educational research find.ngs. You

cen see the importance of heving & viable storage and retrieval system
40 store all:the findings as a result of this expenditure, So the

‘BPIC sydter 1s on the drawing board right now and many of us are hope-

ful that 1t will sccomplish this job that we must de.
Onz of the proJects which was funded for J.ut surmer had to do with

persvnnel recruiiment and AsvVElOpmEnL. We ol Progroms UO PISpase
office sdueation teschers for teachirg business electronic dats
provessing st Mlemi, Florida, Colorado, North Carolinas, Viscomsin, and
califarnle. The cuurses offered were short, intensive training programs
of eight weeks in length.

We have only four or five proposals for & long-range basic type of
research ln the teacher education field and nearly all of those deal
with problems associaved wiith teeching the disadvantaged students in
order to make existing teachers better aware of their problems snd
how to handle them.

We do not have any proposals for basic research in the teacher education
process. We would like very much to see some proposals which get at
sume of .the basic problems of recrulting suitable people and preparing
then to tesch.

The types Of proposals we are looking for are ones that would be &
redical departure. An example would be a way to train pecple far
more effectively in far less time. We need something that would
represent a real breakthrough in teacher education either across
the board or in one segment of vocationsl education. Projects of
this type, I am sure, would receive very favorable consideration.

We are brokers in research. We are intercsted in groups such as

Yours~-groups which are anxious to receive proposals in order to
attack the significant problems in your own professional area.

* * *

MERLE STRCONG

Assistant Directox

Progran Services

Department of Health, Education and Welfare
U. S, 0ffice of Educetion

Washington, D, (.
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Comxonalities of Vocatiomal Teacher Bducation Programs

Dr. Merle Strong

Xay I begin by expressing thenks to Dr. Cook and his staff for the
bard work:they have done in making this conference and the sctivities
that are to follow possible. Several of us in the Division as well
as many of the leaders acroms the Nation in Office Education have
Telt, the need to explore in depth the strengths and, perhaps, the
sharteomings of present teacher education programs in Office Education
in order to chart & more effective course. This meeting and the
activities that are to follow give promise to playing the key role
in charting the course. May I again say thanks to Dr. Fred Cook

and his staff; to Dr. Blaskstones for his foresight in identifying
Fred Cook as a logical planner and host for the activity as weil

as for his leadership in office occcupetions and last s but not least,
thanks to Dr. High and the staff of the Research.Division for being
receptive to funding the proposal,

The foliowirg are seen as con:aonalitieé in vocational tescher education
among the various services.

The Vocational Bducation Act of 1963 is concerned with trafning for
gainful employment without respect for traditional service categories
such ag office occupations, distribubive education, agriculture, ete.
The same can be sald of other acts for which our Office has a regsponsi-
biiity #nd for which you, as teacher educators, have & concern.
Programs under all of the veeational education acts have as their

goal "training for gainful employment" which is, actually, the
development of salesble skills and kmowledge. A1l voeational services
deal with training for occupations = .t only within the services
described, but for cecupations that cut across one or more of our
traditional services. There 13 a lot of talk about the combination

of egriculture and business, for example, with a good muber of
Prograns already in operation.

All g owr services deal with programs of various types and ai various
levels;

high school programs

prograas for those who have completed or left high school

adult programs for training and re-training

Programs for he soclo-economic or otherwise disadvantoged
groups.

We are coacerned, also, with training in the ancillary services which
incinde teacher edication, and the training of lcadcrabip personnel,
such as, supervisors, directors, etc. We are concerned thitctinchers
be up=to-date in terms of practices in business s Industry, etc. We
are concerned not only with the hig: school in-school progras but
with training programs under the Maupower Development and Training
Act and the involved training progroms of Appriischis: sud-others.




Today's trajuing programs mast be involved with things as well &s
concepts. We require the nge of wp-to-date equipment. In Vocationsl
Bducation, there are challenges not faced in any other QrcAg=-we

are dealing in areas of training in which teachers themselves are
“competent to be employable in the occupations £or which they are
teachlng. Some of you may debate this but I am convinced thet in
order to have an effective training program, teschers mist have &
cortined contact with business and industry-~to keep up to date on
vhat's ner snd vhat's going on. The use of an Advieory Coemittee

is & very kelpdul practice.

We are deaiing in programs £or which teachers have responsibility
for Placement. Undsr the VOcational Education Act of 1963, there
is an agreement between the Stste Deperitmenis of Education and
the Buresu of Exploywent Security. However, I 4o not believe that
vocational teachera can delegate the responsibility for placement
of students. It is & cooperative activilty, yes, but it is ocur
responsibility.

Our progrems ayxe svalusted, o a great dogree, on the success oz
the-gob of the student when he or she lesves the prograa.
is real eraluation--something imwediate and contirmous.

Another commonslity in voxssticmeld, education programs is that all
of cwr programs involve scze kind of shop or lahoratory type
scility, JIast, btut not lewst, owr curriculum mist de based on
the needs of an occupation or a cluster of related cecupations
sontent identified by some type of analysis. These aye scne

comsonalities, as I see them.

* * *




City and gtate Supervisor

IESLIY WEAIE

Director, Business Edueation
Detroit Public Schools

Dstrolt, Michigan

(.8, =Tniversity of Mishigan, 1932)

Professional Activities:
Member, Michigen Vocetional-Technical Curriculim Comittee
Princizle Advisory Committee, ORBOS
Workshop Consultent, Eastern Michigza University, Michigan
Stete Universily, Wayme State Unlversity

Professional Crgaanizations:
Esstern Busincss Teachers Assceiastion
¥Michigan Education Assceistion .
Netional Business Bducation Association (Executive Board)
Norta-Central Pusiness Educaticn Assccistion (Executive Board)

Office Occupations Teacher Educetion
From & City Supervisor's Point of vView

M. Ipslle Whale

The DQollcwing are some msjor considerations for the preparsiion of
office ocoupations teachers from a e.’y supervisor's point of view:

1. DESIGN FROGRAMS TO FULFILL THE REQUIREWENTS DEMANMED By TR
RAPIDLY CHARGING ARD ADVARCING THCEBOLOGICAL IMPROVEMENTS,

Office cccupations teacher edueation vrograms must recognize
the impect of sutomation, the mmber end verietics of oppoOr=
tunities for ewployment, and the rapidity of technological
improvements.,

2, PROVIIE THE OPPORTUNITY FOR TEACHERS 0 SECURE THE BACKGROUND
THAT WILL ENABIE THEM TO ADJUST 70 THS NEEDS OF THB WIDE RANCE
(F ABILITIES AND BACKCROUNDS (F SNIDENIS WHO ARE PREPARING FOR
ERIRY JOBS IN (FFICE OCCUPATIORS.

Detrolt 1s typlcal of large cities ip 1%tz concern for pupils
¥ho do not respond to traditional programs. Ons apyroesh to
neeting this problem is observed in the Great (ities School
Dmprovement Program which now involves &7 achools. These
schbeds are mostly in the central core of the probleme-ridden
area of wie city vhere achievement levels ayxe low, students
are overage, failure rates arve high, attendance poor, acd buse
and commnity environments are often inadequate.

28
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3. PROVIDE THE OPPORTUNITY FCR ALY OFFICE OCCUPATIONS TEACHERS TO
ORGANTZE, CREATE, AMD DEVELOP MATERTALS FOR USE WIE NEW MEDIA
A¥D METHODS OF INSTRUCTION,

Office occupations teachers need to be prepered to cope with

nev nedia and methods of instruction such as: team tesching;

use of electronic laboratory equipment; programmed imstructilonel
meterials; demonstrating at the typewriter and other office
machines; writing good shorthand outlines at the chalk board

or on acetate rolls; sponsoring "trips that teach"” to business
and’ industry; awarensss of the numercu? reports, homerocm duties,
c¢lub sponsorships, axd other curricwlar activities that ars a
definite but unlisted part of the teaching lomd; and gkill in
evalustion techniques.

k. REQIRE ALL QFFICE OCCUPATIONS TEACEERS TO DEVEIOP PROFICIENCY
IN THE USE (F THE NEW MEDIA BY "HANDS-ON® EXPERIENCE.

This point is closely zelated to the last one but has been listed
geparately in order to stress the importence of meking provision
for "hands-on" experience for new media. It is common t0 con-
front some opposition to the new media that a teacher finds
available, but it is usually caused by lack of first-hend
acquaintance.

It would seem sdviseble that 21l office teacher education
programs should include operational experience on all new
media and equipment in current use.

> PREPARE TRACHERS FOR VOCATIONAL CERTIFICATION TO EAWDIE (FFPICE
COORDINATION AND OTHER NEIMBURSABIE PROGRAMS UNOER THE VOCATICHAL
EDUCATION ACT @ 1963.

It is necessary to preyave teachers for voeational certification
to bandle the cooperabive office coordinaticn and related subject
areas plus the other reiwbuwrssdle programs undar the verious
stats education "plana of interpretation™ of the Vecsilonal
Eduecation Act of 1963.

It is also necessary that the tusiness program maintsin e proper
balance between the (1) Qevelomment of the backarowmd under=
standing of basic businesa, economic concepts, and personsl
business knowledges that ere essential for all individuels, as
this represents approximalely two-thirds of our totel enrolle-
ments in business education on the secondary level, and the
(2) development ov effective office and service oceupational
skills for initial employment and hopefully for advancement

in the occupation which includes approximately ons~third of
business education enrollees. Preparstion for both of these
components needs to be included in teacher education. o




6. PREPARE BUSINESS TEACHERS RATHER THAN ISOLATED SURJECT TRACHERS
WHO ANE WILETIRG, ABLE, AND CAPABIZ OF TR GOTAl,
BUSINESS IRARNING (KNOWLEDGES, SKTLIS, ATTITUES) (F AY OFFICE
OCCUPATTONAL AREA AS IIEWFIFIED BY D.C.T, TTHE.

Office occupations teachers should be preparad to select and
o organize courses or units of instruction that depart from
traditional patéerns. Students may be better prepexed for
occupational. success through teaching that presents #lills,
Jot Xnovledges, job wisdom, and accepiable work hebits and
attitudes as an intensified, integrated, and unified whole.

In this kind of program, there will be much legs empbosis on
teaching subject matiter as such, but there will be greater
emphasis on learning within the individual.

7. THE DMPORTANCE OF PROFESSIONAL IEADERSHIP AMONG OFFICE
CCCUPATIONS TEACHERS IS INDICATED BY THE POLIAL/ING CHALIENGES:

To be alexrt to change; to devalop breadth and depth programs;
to utilize commnity resources; to adjust content to slows
learner needs; to motivate low-level achievers; to meet euploy-
ment trends aud demands; to provide for continuous evaluation
of new end on-going programs; and to develop better commni-
cation and articulation between verious administrative levels
2ud the various publics to be aerved.

The well~prepared office occupations teacher is one who Xnows modern
office technologys who can use and develop new instructional materiels
end methods; who hes & essymlile level of tolerance for student coutrol;
vho is flexible, creative, and open~-minded to change; and vwko has &
professionel attitude thet 1s conducive to the improvement of instime-

tion. In the final auxlysis, anything good that happens in the clasg-
room 15 the resuli of the teascher.

It is mandatory that our educational offerings keep in Ytune" with

the ever~changing World of Work opportunities for entry office
ocoupations.

Tez challenge for preparation of office occupations teachers is to
dsvalop professionally minded individusls who have leadership
aspiratious, sbilities, and preparation, and who are creative inno-
vetors and experizsntel doers., ‘

If we are to survive in“the competitive struggle for a reasonable
saount of tidme~to prepare office students for entry jobs, 1t is
inperative thet we think wisely, plan big, mud act promptly!

¥ * %




ROBERT BALXSASER /

State Supervisor

State Depaztment of Bducation
Vocational Education Division "
Columbus, Ohio 2%
(M.A.~-Ohio State University, 1952)

Professional Activities: /]
Consultant, United States Office of Education, 1965 7]

Profassicnal Organizations:
Arericen Vocationel Assceiation
Delta P1 Epsilon
RASBOE {President)

The State Supervisor gc}_ Teacher Education
w Mr. Robert Baltbaser

A state supervisor tries to simplify the problsus of tescher education
to a point where action can be taken on an evolutionary basi.. He
must work witk State Plans, certificatiocn, approvais, standarde, and
evaluation. So he looks for trends to pick up the tenor of movement.

Presently, it seems that the tremds in education, end specifically in By
Business and Office Education, fall into the following problien aress:

Content - Collegiate schools of business are moving toc far “up"
The mnagenent, concept ladder in teaching content needed for
high school ‘eacher preparation.
Methods - The above movement in content 1s being peralieled by
a "general education" movement in liveral arts cireles who
say that it is unnecessary to lesarn how to tesch. Examina-
tlion of almost every teacher education undergraduate eurriculum N
. will show a dsarth of business teacher methods courses. .
v Student Teacher Supervision - General supervision of student ,
teachers does not contribute to the development of trained
teachers but serves only to "take attendance,"
First-Year Teachers - Delegation of supexvision of teachers in
T thelr Firat year of teaching should be tescher education -
oriented and controlled. Yet, this crucial year is not being T
served by the colleges. :
Bducation for Education's Qake -~ General educabion produces nothing
T usabls: it has to be & d in the United States to some
vocstional objective. The technological developmsnt in this ’
country precludes change, as it precludes that somsons usss u
those developments. ‘
Iegislative Actican -~ At all levéls, local, state » and national,

s education 1= Anvolved in ballot boxes #Ad with legislators.
N Frasenting a practical, poiitical image and viewpoint is not

always easy for educstors.




These problems must be translated into chenge, modifying, blocking,
oy seze other type of action by Business and Office Education teacher
educators. It becomes evident that the following action is necesgary:

Lo

2.

8.

Change teacher education to be off-campus oriented. The
teacher educator must be in the field as well as in the
classroom.

It 48 time this country realizes that everyone does not need

Yo . Y ey e dho wmow duismorsead N e L sk L sanaa o Do d 2 Py |
VS Xnow everything ab any terminal POLGY will GUT SQuCavivnnd
system.

Our knowledge, following point 2, could be "stacked™ on &
spiraling approach based on need of the individual rather
than the educational systen.

A step-by-step approach is needed whereby we igdentify terminal
cut-ofYs at all levels for economic self-sufficiency for each
individual. Another way of saylng this is that all persons
should bve able to work at any educational level cut-off.

Since the generalists seem to have control of college curriculum,
it may be the point for Business and Office educators o lead
of{ 'n a 5-year program of teacher education along txze lines

of an internship approach. '

In addition to the present well-structured subject teaching
approach given our teachers, & total program approach based
on the needs of their students should be set in motion.

Business and Office Edueation student teachers should be

supervised in their student tesching by Business and Office
Paucation teacher educators. Alsc, this function should be
extended to the college supervision of first-year teachers.

We should examine the possibility of returning content to
teacher education cellege control, or move to inmcorporate the
technical 2-year programs currently developing in our community
colleges or technical institutes as “pre-teacher education®
content., After this 2-year program, selected students ccuid
move into the "academic" college for f£inal teacher education
training.

Departuwent control of the content is mandatory. But, in addi.
tion, witkin these departments, we must move to examine and
apply psychological findings available in other areas of
reseaxch and investigation unrelated to education. This is
no% being done nor has it been done since the lute "teen®

zod "twenties."
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Any.system, inclyding education, is only as strong as its weskest
link," fB\mnena and Office Education 18 that part of business
educstion preparing persons to work in the office and clerical jobs
vhich control the flow of information and records in this country
aud the world. - Tha teachers .of. these. pepple are preparsd by our
colleges; anl the full-circle realigation that the teccher educators
are important to' the cycle emphasize what CAlvin Coolidgs once said;
"The business of the United States ig husiness.”
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DORALD STATEER (Fegion I)

;. ‘ Associate Professor and Chairman
5 Division of Seereterial Studles

Boston University

{Ba.D.~-Boston University, 1960)

Profeseional Activities:
Advisor, Rutional Secretaries Assoclstion, Peacon Hi1ll Chapter

e Professionsl Orgenizations:

By Delte Pi Epsilon {Fresident, Bpailon Chapter)

T Bastern Buginess Teachers Assocismtion

Institute for Cevtifying Secretaries (Bxemining Supervisor)
FPhi Delta Xopps

- Pregentation of Guidelinss

Dr. Donald Stather

High school teachers often assgert thet teacher educators are impractical.
They say that the avevage teacher educator doesn't know high school
gtudents, that he does not consider the relatively low maturity level

of the high school student while treining high school teschers, and

that be is not realistic sbout the high school student in tewms of
quality. This is often true of an educator long removed from high
school. teaching.

It has been my chbservabion that business teackhers seem to Pell largely

into two clsseifications. There ave those who mey be rated as good

to excellent. They use satisfactory, modern techniques of teaching.

There are, on the other hand, the sub-par teschers, those who uge

archaic methods of teaching. The smub~pay teachers are often clustersd

‘ within a school. It is the labter group which often complains of the
above-noted deficiency in business edueators, although the complaint
is sometimes heard among the betiter teachers as well.

At any rate, the teachers who most need "refreshing” won't "ecome to

= . the well.” They won't tske the melhods refresher courses. They assert
~ that the refresher courses arve impractical and that the business

educator is imprectical. ~ i

' How can we overcome this problem? There:are probably nany ways. May
1 suggest one: The teacher educator, as part of his total teaching
program, should be allowed, encouraged, or req.ired to tesch a
subjectomatter course at the secondary level once every geveral years.
He -could teach a regulear day course or a special course sifered in the
late: afternocon, in the evening, or on Satuwrday. It could be any class
of ‘high-school rtudents, but it should include average, below~-average,
- and above~average studentcs. R

5




The educator would get the opportunity to see how his methods work
in practice. He would also learn s good deal, using for his lcbore-
tory whet the secondary-school teacher referz to as a "rezi® clsss.
High school teachers and student teachars could obssrve the elags in
small groups. If the course were offered in the late afternoon or
in the evening, many teachers from meny scheels withiv the educator's
geagraphlc area could take turns cbserving. Dscussion sessions
could be held reriodically, involving the businesss efuscater, student
teachers, and the teachers who have observed the clase.

By "practicing what he preaches,"” the teacher educstor could improve
his mathods courses and, at the same timez, prove that he is a realist
ané not a dreamer.

¥* * %
ESTELLIE POPHAM (Region IT)

Profepsor and Chairman

Department of Business Bdueation
Hunter College '
(Ph.D.e~Few York University, 19%1)

Professional Activities:
Chelrmen, Publications Committee, National Business
Education Association
Institute for Certifying Secretaries
Member, Delia Pi Epsilon, Research Award Committee

Professional Orgenizations:
Dalta Pi Bpsilon
Eastern Business Teachers Association (Vice Prestdent)
Hationsl Seeretaries Association (Bonorery Member)

Presentation of Guidelines

Dr. Estelle Popham

The problem of getting quality education has disturbed me as the
conference has gone on, because we have so many new things to do and
30 wany problems confronting us. But, we shall have a yeal problem
in the quality of education. Our Dean and Committee sent arocund a
questionnaire asking us to consider a possibility of offering honors
courses in all departments. of the college. We were to think about
whether or not we could legitimately and feaeibly give these honors
courses in the undergraduate progrem. The philosopbyr behind this,

1 think, 4s thet it is incressingly dmportant to have independent
studies. These are coming in the better institutions.  Colldges
are -going ‘to move more and more. toward directed; salf-development.
Nobedy should be graduated with honors who eannct’do independent
studies.. We vere asked to make & recommendstion Por ount départment
as to whather or not we eould -offer honors sourses snd Justity
them Ior our wajors, snd how it could be worked Gy Yes, the
answer 1g 1 *hink we cans - ¢ o o L oo 0 V
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Cur students can make business sppiicestions 1n certain courae
content. It might be that these will be related to the economics
department because this 4s a liberal arts college mud we have an
interdepartzsntel major. We cmn 46 independent studles in econanics
only or we csn do them in busineas educstion only, Gr these could

be in relation to any other program such as spplied ugyehalxsg'zf vhere
there iz s legitimete affilistion. Thisz would not be a tutorial set-
up. There might be 2 seminar-sgharsd experience. The program would
be sdministered by & cammittee and not Just through one pexson, and

T think vhix ug‘glé work out vwry w 211 .
We were tyying to think of things we could do: investigations of the
Jobs in our srea, anslysis of procedures writing, analysis of induction
materials, secretarisl problems, studies of Jjob aspiration by students
in the ares of camminications. In my opinion, this is supemez‘ to the
traditionsl classes as & means of lesxning.
I'm concerned with the total education of business teachers anci not
practitioner~level training, and I think we should not downgrade our
education as & result of the Vocationel Education Act. We should all
be focusing on long-range treiming, and the real reason thet I'm ¢0n~
cerned sbout this for my imstitution is thet I thimk this will glve
status to our department along with other departments.

% ¥* %

J. CURIMIS HALL {Region III}

Dsan, School of Business
Richmond Professional Imstitute
{83.D.--Colurbie University, 1956)

Professional Activities:
Consultent, Business Fducation Service, Stete Department
of Education, Virginia
Consultant, Virginia Schocls

Professional Organizstions:
fverican Vocationsl Association

. Soutiern Business Education Associstion {First Vice President)

Virginis Business Education Association

Presentation of Guidelines

Dr. &. Curtis Hall

I feel very much like the janitor in the drugstore I knew down in
Blackeburg, Virginia., He was a very retiring little man and always
kept in the background. One day the phurmacist snd he weyve the only
two left in the drugstore, and the phaymacist aseid o him, “I've got
to go across the street. It will only take me five ﬁ\im‘h&s. wWill

you take care of things while I'm gone?” Very reluctantly, the jaanitor
said, "Yes.” No sooner hsd the wan gone ous the door than the phone
rang. A lady's volce asked, "Do you have salicylic acid in tablet
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form?” The janitor said, "Lady, when I said ‘Hello,® I dome told you
8ll I know about this place.” And when I told you that Joke, "I done
Told you about &ll I have to say.” I figured if I used one mingte that
way I might get through this telk. In my first approach to this, I '
tried %o think of as many excuses as I could for not having much to
say. I finally decided that I d4d not have an excuse for being stupid,

-so I'1l have %o try.

Since we sald we could do something far cut if we liked, I have a
startling proposal for you. I propose thet we abolis* business

tescher educptione-as we nor it today. Now what I'n saying is that

there should be no standard program of business education and that
all of this "stuff" about listing courses should go. I'm talking
about so many credits in this and so many credits in that, and so on.
What we need is the kind of undergreduate business teacher education
prograns the home economics people are talking sbout for the mature
adult. We need programs tailored to the needs of the people who are
coming into them. Let's stop talking about stx credits in English,
tvelve credits in English or twc years in English. Let's talk sabout
the competency in communications that we need. Perhaps some students
won't have tc take any of these courses in college. Maybe some will
not have to tzke any ecccunting. Maybe they already know enough to
meet the minimum thet we have set up.

Now vhere do you start with a program like this? Start where we are.
It 1s very simple, Take one of the Programs you have in your school,
or jours, yours, yours, or anybody else's. Add up all of the courses
and then try o figure out what the students are getting from all
those courses you are giviag them now. You don't have to start from
seratch, you see. What ere they getting now? Let's see if we can
Tigure it out and say, "Okay, thet is what we'll aim for...that kind
of compétency.” And then let's see if we can set up some dcvice %o
measure how much of it they have when they come to us. It could be
that we can cut out much of wvhat we are doing now. There are one

of two results from this: We either cut down the awount of time it

tekes to prepare “eachers, or we can Prepare much better teachers in
the same length of time.

*% % ¥*
CBORGE WAGONER (Region IV)

Professor and Head, Business and Distributive Educaticn
and Office Admind stration ‘
University of Tennessee

{M.S. --Indiana University, 1940)

Professional Activities:

Advisory Board, Vocational Office Occupations in
Tennesses A
Institute for Certifying Secretaries )

Research Consultant, Naticnal Secretaries Asgociation
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Professionel. Organizations:
Arverican Educcotion Research Association
American Vocational Assoeiation -
Delta Pi Epsilon (Spomsor, Mu Chapter)
Fl Omega Pi

Presentation g£ Guidelines

Professor George Wegoner

I want to meke four suggestions which are not innovating, but I
thing they are simple, pussible, reasonable, and workable.

The prinicples of datea processing--unit record and computer pro=-
gramming--should be a part of every business teacher educator

Program. Business teachers should understand school applications .
as well as husiness applications and be confident to advise the school
on improving records, processing on machines, and such things as

test enalysis, grading, and class scheduling. We find that this is
easy to accompiish.

We bave already been told thet teachers teach as they have been
taught. Take advauntage of this: One of the required courses in this
program should include several units iu which good programmed insteucs
tion - is provided. One course in our curriculum should be handled on
& sound team teaching basis. (me or more courses shouid be planned
alweys to include the use of visual aids, overhead projector, or
other aids which we coxpect our prospective teechers to use. One
course should be set up on an individualized instruction basis such
as office machines. In this course they can see how progress

records are handled and the planning which should go with individue
alized instruction.

No vecational office education teacher should be approved within &
four-year teacher education progream. Teaching experience s technicsal
education, and professionsl education on the graduste level should
te required for full certification. I have believed “his Por years,
and I still think it is true.

Upgrade the teachers in the field whe already have degrees. A

teacher in the field who has alrcady gradusted should meet certain
technicel and professionel education requirements. Technical backe
ground shouid be demcenstrated either in courses having been teken in
the lest three or four years or by proficlency exsminations. On the
professional education side, methods and so on mizht be demonstrated

by satisfactory courses within the last four years. (ontinuing edu-
cation should be uxpected of these people to retain their certificstion.
I don't know what other vocational areas have been found to be desirable
over the years, but I request six quarter hours or a couple of courses
each year,

AN R A




FRAVK LANHAM (Region V)

Agssociate Prfoessor of Education
University of Michigan
(P2.D.--University of Michigan, 1956)

Professional Activities:
Accredication and Curriculum Consultant, 15 Public
Schools, 1965-66
Advisory Committee, OREOS
President, Research Division, Nationsl Business Educstiocn
Associution
Research Committee, Delta Pi Epsilon

Professional Organizations:
Delta Pi Epsilon
Michigan Business Education Association
North-Central Business Education Association {Vice President)
Phi Delta Kappa
Phi Keppa P4
Pi Omega Pi

Presentation of Guidelines

Dr. Frank Lanham

I was motivated this morning about the need for manpover projection
suggested by Dr. High. I remember Michigan Bell Telephone Company
suggesting some time ago that it would take about three times as nany
women than there are in Michigan to operate the telephone system here
in our state. Automation and regrouping of people have helped to keep
thig industry operating. But let’s relate the foregoing to education.
I heard recently that as many as one~-half of our college graduates will
be needed to man our clessrooms in the schools at the rate of our
present groth. I do not believe it. Therefore, I'm going to make
these propositions. You cen agree with them or not.

The nuniber of business teachers during thke anext 25 yeears will
remein static. The number of business students served may triple
or quadriple. Not all of the increase in students will be

handled through automaticn. There will be added to the teaching
Profession an increasing number of educational technologists with'
Job clasgsifications yet to be identified. Yet, I suspect that these
nev classifications will cross all educational fieids,

Now 1f the above propositions arve true and if we should be working .
across all educaticnal disciplinez to develop the specislists we |
necd to support us, this particular conference is probably structursd
the wrong way. We're working from the top to the bottom in one |
fleld--business education--rather than across fields. You might |
call this conference "vertical fragmentation" and what we need ‘
is "horizontal integration."
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To identify the supporting technicians needed by business education -
of the future, horizontal integration is needed. Thus, by erossing
fields, we will find the common %asks in the total field of

cducstion on wialch the educationsl technologist job classification

can de built.
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JAMES MARMAS (Region VI

Professor and Chairmen, Department of Business Education
and Office Administration
Acting Director, Center for Economic Education
8t. Cloud State Teachers College '
(E4.D.~--Stanford University, 1961) ‘ .

Professionel Activities:
Initiator and Developer, Center for Zeoncmic Education,
St. Cloud State Teachers College -
Project Consultant, BEvaluation of Block Scheduling vs. =
Traditional Procedures for Teaching High School Office
Courses

Professional Organizations: ,W
Delte Pi Epsilon (Research Committee) i
Institutional Grants aud Research Committee
Minnesota Business Education Association
Minnesota Businese Educaticn Planning and Research Commistee
North-Central Business Education Association
Phi Delta Keppa

Presentation of Guidelines

Dr. James Marmas

by the yard will be dealt with by the foot." That ia why he has
limited us each to four minutes. I, too, would like to emphasize the
need to develop the objectives for our various programs in overt

: behaviorial terms. I belleve that most of the work we do in this

e area at the present time is too general to be tmily useful in temrms

- of developing vital business education programs on the high school
level and on other levels &s well. I ask the gquestion, "Why do we
use successinl completion of courses as the basis for suceess in cone
nection with our program?” Would we not be better to base our programs ¥
upon the behezvioral compstencies we want to develop in our students b
g in general education programs, office programs, and basic business
and economic programs? To do this requires that we specifically dafine
what we propose to do in overt bekavioral verms; dsvelop progruus,
content, methods, and techniques to implement the desired behkavior;

" and finally evaluate on the dasis of these cbjectives. Meeting the

objectives would be the basis for completion, rather than a specific
course,

Fred follows this litile adage: "He who thinks by the inch and talks !




Second, I would recommend that our business teacher education program
should include at least a one-year internship. The internships might
be handled in various ways. Arrangements might first be made with
appropriate schools that Indicate interest and enthusiasm about an
internship program. A master teacher, or master teachers deperding
upon the areas involved, could be employed in business education as
well as other areas to work with the interns withir that school.

Many of che things which we have been talking about at this conference--
innovating, using audio-visual alds appropriately, team teaching, and
other approaches of this kind--could be incorporated during the intern-
ship year. Work experience opportunities eould also be provided.

The master teacher or teachers would help the intern develop himself
Tor effective teeching and be allowed time to perform this function
appropriately. A team of college consultants would be established

and be availaeble for econsultation. Consultants would represent the
specialized areas in the program of the intern. A fringe benefit of
such a plan would be the impact it would kave upon other teachers
within the educational system in which the intern works. This would
facilitate bringing about appropriate chenge in educational programs.

Third. I believe we must G. & betier job of orienting prospective
teachers to their publie relations role. We have done very litte.
in this area. Most of our sctivities in this regard are confined to
cur professiocnal ranks. We write for our colleasgues, we talk for
our colleagues, and we meet with our colleagues. We 3o not commnie-
cate well with the public.

Fourth, I would emphasize that we do something about bridging the gep
between what we refer to as basic business education and ecomomic
education. As business teachers; we do a much better job of teaching
rersonal finance and consumer education topics; we do s poorer job

in the societal eceonomics area. Both are equally important. I
would recommend that as business educators we develop materiais and
methods thaet will integrate spplied economics with the societal. For
example, when we talk sbout persomsl and family money mensgement, we

talk about budgeting, making decisions concerning money, and related
topies. Seldom, however, do we teke what I consider a necs agary

- — - -

step beyonu--discussing how budgeting on the national level differs
from budgeting on & perszonal or family level and why. The myth thet
government must always balance its budget is common teday. A similar
approach should be followed when we teach or talk about credit, bsak-
ing, texation, and other basic business topics. More carsful plaznning
and commitment in the basic business ares i3 needed if we axe to
improve this ares significantly during the next decade.

* * %

WILLIM PASEWARK (Region VIT)

Professer and Head of Businzss Fducation and Searetarizl
Administration Department

Texzas Technological College

(Ph.D.~-Hov York University, 1956}
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Professional Activities:
Advi sory Committee to the Commissioner for Vocational
Education, Business Education, State of Texas
Regional Board of Examiners, American Association of
Commercial Colleges Commission to Study Teacher
Preparation Curriculum
Texas Education Agency

National Business Teachers Association
Texe.s Business Education Association
West Texas Business Teachers Association

Presentation »f Guidelines

Dr. William Pasewark

Last November, the President of Texas Tech said the School of Business
Administration would get $4.5 million Por a ney building. All depart-
ments in the Schosl of Pusiness Administration submitted theix
requests for rooms and the Business Education Department asked for b
classrooms. In Jamary we met with the Campus Planning Committee to
Justify these rooms. The committee understood the use of all rcoms
except Room No. 12 vhich was called an "Office Research Laboratory."
They asked about the function of this room. I explained thst on the
farm and in the factory, production hes increased while costs per unit
has decreased. In the office, though, this has not happened.

Our department requested a room of 250 square feet to house egquipment
thet would measure men, methods. and material in office work. :

Po reduce the cost of office work, it is necessary to measure what
you are doing. When I finished the rresentation, there was silence

in the rcom and I didn't know whether I bad shocked them or bored
then.

The next day we returned to find out whether the Committee decressed
the number of rooms or the size of any rooms we regquested. All of
our requests were granted until we got to Room No. 12-~the OfPice
Research Laboratory. The architect said, ™That Office Regsearch lab
is 250 square fzet you requested. We don't thiuk you are asking for
enough space. We'll give you 550 square feet for the Lab and we want

toc move it to & location in the buiiding that will bve better for
research work.” ~ '

The Campus Planning Committee knew about problems in the office
because what do members of the Commitiee deal Hith? Paperwork.

The Office Research Leboratory was the only yoom in this building
in vhich the syuars Tootege was inercased fram the original request.

So, basic reaserch about the office is an innovation we should consider.

* # 0  #
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ALYCE YETKA (Region VIII)

Assistant Professor, Business Education
Colorado State College
(E43.D.--Colorado State College, 1963)

Professional Activities:
Chairman, Committee for Development of Colorado State
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Plan for Vocational Bducation, foloradc Business Blucation
-Association

Professional Organizations:
Colorado Busiuess Education Association
Delta Pi Epsilon
Mountain Plains Business Education Association

Presentation of Guidelines

Dr. Alice Yetka

When we were talking here about the problems of education and the
four-yeer curriculum of teacher training, it occurred to me that
we're trying to bite off an awfully big hunk to try to prepare teachers
for this flexible curriculum in four years. Actuvally what I feel we
need to do is to get involved in their profession. Too mary of them
accept & four-year college educatisn as terminal education. When they
get cut to teach school, they forget that they have just seratched the
surface. They don't really know & lot; they are not involved in pro-
fessional activities; they aren't involved in business activitles;

and they don't know where to go for help. Their horizons are confined
to what they bave learned in four years of college. I've found this
brought to uy attention jJust before .I came to this meeting.

I was out supervising student teachers, and one of the critic teachers
who was teaching in one of the school where I was assigned said, "What's
the matter with the people at the college up there? Why don't you

set up some meetings? Dou't you have any meetings where I can g0 to
talk to business educators?” And I thought, "My word, you must have
been teaching for 25 years in this state, and we have more organizations
than we can keep up with." So I said, "Have you been to the Fell Forum
Meeting?" Well, nc, she didn’'t even know we had a Forum group. She
was completely unaware thet in the state of Colorado we had seversl
orgenizations that she could have participated in. And student teachers,
I think, are subjected to this kind of expexrience when they get ocut

in the public schools. Tey don't learn about the organizations that

they could get into either. We need involvement and that leads to
communication.

A lot of teachers came in from other states. They are nct treined in
our imgtitutions. They might be trained in state Anstitutions else-
vilere, and we have no vay of reaching them. Bverybody knows thet
Colgate's Tcothpaste testes good; we commnicate thie type of ‘thing.
But we don't cammirdeate the important things in ocur area~-the things
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‘that people have to know to keep current. They get out of date too
soon. The four-year term is too short e pericd. Yet » We lool at the
four~year system, and what are we teaching? Beginning typing courses
are offered for credit in most of our institutions although beginning
courses are offered at the jJunior high school level and vexy few
people can get through high school withvut taking & typing course.

We contimue to offer typing as a credit course in mome of our fouy-
year programs. If the student hasn't even taken a beginning tyring
course in nigh school, and he vants 10 become & business teacher, it
s¢ems to me he could tske that for noneredit. The science and
mathematics people require some kini of ‘background in their area
before a student can major in their curriculum » and I see no reason
why we can't do the same. ‘
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We talk of requirements in terms of work experience. How much work
- experience can an 186 year old or 21 year old have?! I would sgy
you do not need experience to teach shorthand and typing. Maybe you
~ do to teach the advanced secretarial procedures courges, but not
some of the skills courses. A teacher nzs to stert some place. He
must get his initial experience somewhere, and these basic skills
courses might te a very good place to begin.

»° N
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Associate Professor

Head; Graduate Business Eduecation
University of Californie, los Angeles
(Ed.D.~-UCLA, 1955)

Srofessional Astivities:
Advisor, verious California School Districts

Consultent, Office of Eecnomic Oppertunity, Job Corps Program
- Consultant, Western Union Telegraph Company, Kew York

Professional Organization:
California Business Education Agsocliation

Fational Association for Businsas Teacher Education (EBoard
Menber )

Western Business Education Association:

Presentation of Guidelines
Dr. Lmnce Brickson

The concern for teacher education end its iwprovement is & contiming
educational problem. What sho'ld be the progyam of teacher edueationt
A good program of teacher education, 1t seems to me, should have as
1ts guiding prineiple, flexibilitv, We do kuow tbuk students who
plan to follow teaching as a career, come to.ve vith a verieby of
talents, Wa need to find out what they koow, and then plan a program
o meet their needs. Although it is true that o buainess teacher
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should have & tasic body of knowledge appropriate to his field as well
as a professional education background, he doesn't necessarily need

to follow a prescribed curriculum which elliows for little or no
variation. A program which has flexibility would allow for wuch
independent study and experimentetion, among other things.

Flexibility should also carry over into student teaching, as a part
of the teacher-education program. Time spent is no measure of
competency; rather, the student teacher ought to develop certain
agreed upon teaching competencies. Fe sbould be able to demonstrate
these competencies. As an example, a student teacher should be sble
to state clearly in behaviorial terms which can be measured, the
obJjectives for the course he is to teach. The achievement of these
objectives by the students he teaches is one important way to
evaluate the performance of a student teacher. Such evaluation,

it agalin secems to me, is a much more nearly valid and reliable
indicator of his teaching competency than is an evaluation based upon
such vague measures as, good rapport with students, student attention,
and the like.

Student teachers, too, can be aided in their preparaticn for the
teaching experience by proper utilization of audio~visual redia, such
as video~tape. A taped classroom session can be evaluated by the
student teachers under the guldance of a wagter teacher or clinical
professor. Strengths or weaknesses can be noted. OSuggestions for
improvement can be made. Provision, too, can be made in a simulated
situation for immediate praciice of suggested improvements or changes
in teaching procedures. Many other approaches which will help prepara
the student teacher for his classroonm experience can be utilized--all
will result in gains that will be reflected in an Improved classioom
performance by the student teacher. In addition, by means of closed«
circuit television, it is possible to observe and study live classes.
Similar procedurss to those used with the vidwo«tapes can be used

to analyze the teaching-learning process, agaln without disrupbing
the work of the class being cbzserved.

Another practice which ssems to bave value in tescher preparation is
training in censitiviiy. A variety of interesting experiments ave
ack belny conducted in the ares of sensitivity dtraining. OGut of

these experiments sghould come muck thet will e of walue in inorcasing
o lumproving tescher awareness of student reeds and sensitivity to
their problens.

Ancther principle that spplies %o student teaching is the need for
& variety of teaching experiences. The rrudent Leaching program can
be improvad if student teschers have erperientes in underprivilegad
areas {freguently our mid-city schools), as well 88 in privileged
sress {the suburbar schools).

Teacher educstors, tco, need to have theiy roles more carefully
defined. In a very real semse, they nead to be prectitioners as well
28 thoorzticisns, Here the cliniecal professor wsy nsve gn importunt
role t0 play. Manally, and not the least in importsnce, teacher
sducetors need to be engeged in resggrch, They nasd 4o have dtime for
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_help us in our ef?

.and revised.
1200 ci*y and state supervisord and business teacher educators. Each

such research activities, if their energies are not to be dissipated
ty the burden of & too-heavy work load.

The forugoing comments represent only a sample of the wa,ys thet may ~ )
forts te improve the teacher education prsgram ‘

3+ * %
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As a result of this Clinic, a serles of 20 jaidelines were developed
Sets of these gzidelinen were then mailed to approxlmatelv |

yerson whac received a copy of the guidelines was asked to suggest e
changes, to submit edditional guidelines, and to send us names of .
additional business educators. They were also urged to perticipate
in the June 1-3 Netional Clinie. =

PHASE II-~Regional Clinves, Winter-Spring, 19066 )

A consultant from each of the nine H.E.W. regions presented Jhe

. preliminary guidelines at & Clinle held in hig region. They

secured reactions frou the sudience and prepaved e revisad deaft
incorpgorating the recommsndetions from their regiongl mestings.

Exhinit I shows the breskdown of these regloasl meetings and where
Sanh was held:

SORTT I

Date Region Tom Cengultant :
2/22-25 Iz Kev York, New York Dr. Bstelle Fophew
3 1= 4 v itlanmﬁ Georgia Erof. (George VWagoner i
3/ 8e11 1 Boston, Massachusetts Dr. Dopald Stagher -
3/35-18 11T Cherlottesville, Viesinie D, J. Curtis Hell =
3/20-25 v Chicago, illim:;s br. Fresk levhss §
3/20-b/ 1 Vi Breelsicy Springs, Miscouri . Jumes Mermas %
4R35 YiL Tallas, Texss Dr, Williem Pasewark %
Iy /39-~82 VIX: Jenver, Colorudio Do Allce Yetha .
b /26-09 154 Ie. Yewrencs Exdickeon

g S e b 4 (8 Yy A r gy

Ben Praseiseo, Uslifoenia
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FHASE TITsfational Clinic, Jupe 1-3, 1966

At the Wetional Clinic, the revised guidelines were thoroughly reviewed D
f and new onés were proposed, discussed, and refinsd. The participsnts .
| decided that the final set of guidelines would be 19 in number. Flans 5

T were made £o ‘¢dit and dléseminate the guidelines to all city and siate i

superwisors and Business teéacher educators in the United States.

n

The foliowing summaries give the background of the speakers ani the key , s
: points of the speeches which tisy presented. - )

; et
-, . . N
I P g
.o
; ‘ '
‘ .
R g
.
y .
E oo
. “.,
LR




Keynote Address

ROY ECE
Executive Director e
Gregg Division

McGraw-Hill Book Company
New York, New York

New Challenges to the Business Teacher Fducsator

Mr. Roy Pos

Whet are the challenges to business teacher training in this new
ciimate of education? Let's examine some of them.,

One of the teacher educator's greatest and most immediate obligetions
is to develon in his studenis an awareness of the critical changes
teking place in the structure of vocational education. The {eacher-
training curriculum of the future nust contailn an analysis arld inter-
pretaetion of legislatisn effecting education in generel anG office
education in particular. This is too far-reaching a development to
be left to chance, zand a one~ or tyo-hour lecture won't do the job.

I visualize at lesst & 16-nouxr course in which even sume experience
in proposal writing is introduced.

One of the wost exeiting nev developments in education is research.

Of course, we bhave giwvays had research--some of it very good and much
of it very bad. DLut we have never had enough reseasrch. BNow that it
is poseihie to get funds for research, we can expect a great deal more
of it, #sveriaiiy from the new rewsarch centers thal are emerging and
frem tencher~tiaining instituticns. Hot only mast more emphasis he
given 1o good research techniques in terms of the student bimself

but an aWereness and appreciaticon of the research thmt is being done

by others. In other words, the student must lesrn how to make intele
Iigeat vae of good rasaxehi.

%’f

ucation no longer can&fsts of a textbock and & teacher. We are in
tkw midat of a multi-media mevolution in edusationsl materislsg, too.
Busincss educskion 4s iée&;Ly suited to multi-media instructicn, aund
businesgs teschers must be Lpntbvﬁaie on new develoymsnts in tape

lshors t@ries, motion pleture innovetions suck as £ilm loops, overhesd
Trojector improvements guch &s the Flipatren, television teaching,

nEW ?%&ﬁhlﬁg rnachinss thet are still being experimented with, programmed
bosks, suxilisry booklete and kitn, end so-gelled computerized inctwuc-
tion. Modern teacher training is horese-sndobuggy education if 11 does
aot include new educationsl madis.

Our critics maintaln that business teschers do not keep irn sitep with
business-~that their meithods, machines, and melerisle are several

ight yenrs behind business. Thev podnt &t ouy slow awskening 0

the actuslity of modern dats processing 28 & Drime exemple. Esoplng
teachers up~to-dete with busisess is one of the grest crucial obligations

&8



facing tescher educators today. Too mary teacher-training institutions
are poorly equipped and too far removed in miles and in their thinking
from modern business prectice. It is unthinkszble that a teacher-
training institution should be less well equipped than the high schools
that surround it, yet this is often the case. Teacher educators must
firet resolve to keep themgelves up~to-date with business in all
respects and then to make sure that the people they train are similarly
indoctrinated. We know too little about the emerging new office occu-~
pavions and ihe reguirements for entering them. Often when we do nave
money to jpend we buy the wrong machines. Perhaps one way to make
teacher trainees sware of the charging business world for which they
are training workers is to require some type of cooperative education
for a teaching credential. Is it possible that graduste credit might
be given for office experience? IXt's an intriguing ides.

Teacher trainees become teache of shorthand, typewriting, and book-
keeping and not total business educators, because this is the way

they are trained to think and they never get out of the rut. Another
chellenge facing teacher trainers, then, is to broaden the education
in business, in economics, and the liberal arts. Broadening the edu-
cation in business may not necesserily mean more courses but more
effective ones. Is it possible that the accounting major's courses
in accounting, law, aud finance should not be the office educator's
courses in accounting, law, and finance? A business tezcher must
becone involved in subJject content as it relates to educating others
for office employment and mot merely exposed to it as a required hurdle
to meet cortification reguirements. Is it possible, for exsmple, that
a special survey course in economics for teaschers of office education
would be much more productive than one that merely gets s student
ready for an advanced course?

Teacher trainers must prepare learning specialists, in terms of the
psychological and sociological principles of learuing. Business
teachers should expect more and more to deal with reading, writing,
end spelling handicaps; the cultural and psychological problems of
the disadvantaged; special problems of adults; end sc on. Here

ve must make it our business to know what other disciplines are
doing and relate their experiences to our own teaching problenms.
Our teachers must be encouraged to read more widely from psycho-
logical and educational journals and books. They must avoid in-
sularity and become totsl educators.

Blozk programming, cooperative cducation, individual progress, articu-
lation of subject matter by grade level from junior high through
Junior colleges, the disappearance of the Carnegie unit, sll call

for & new approach to curricalum construction and greater adapta-
bility to chenge. The-modern teacher training institution must
prepare teachers who think change. . ‘

Perheps the greatest task of the teacher educator is to bring about
more creative teaching--the desire 1o experiment, to be innovative,
to find new ways 1o motivete and ingpire learning. Creative teaching
implies better scholarship, an intellectual curiosity, greater pro-
fessionslism. We must somehow f£ind ways to get our teacher treinees
1o care enough about thelr profession to read widely; to contimue to

< ko
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'I'eacher ’o;-e.miz;g; ix;aiz scmﬁw find nays w rem&i thosa
‘who are-in sevvice:but who _;eassed away_profeieionslly mely years back.
This isone of -the rost dif;fiwl’t;t mblem& o mzercome, aa stata ang -

eity supsrviscers "’"".m}.l attaat. Avtractive. _gr.wzszwu st be gevised

‘ _ to bringthese pecple, back 6, the campus, to get tﬁém 1nto business
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Are ‘these. im Eossf,ble rgoai§ go, *;he tencher pduca.tor? The;r m;f seem
» but it fwewg g.me-Lhat they are vorth reaching for. . The: fimﬁ
step in accomplishing. tlfem sand othe:a 3 39. !;e aken in. ,:hbe next. t.wo

days. These-could:-be the, o most. profitable days’ '~evar “spent in -

behali’ of business teacher education. I hope they w:l.lL 'be. o
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Mansger, Educationel Services w
-~ Office Products Diviaion .~ -0 .
IBM Corporation -5 - S
New-York; “New York ST T
{M.8.-North Texas ete Yntversity, 1047)
Professional. Activities: S
National Defense Educational Activities Committee
Commerce and Industry Association

— T .

Professional Organizations: -
CPS Institute . - N
. Mountein-Plains Business Education Association
Office Fyecutive Association (Board of Directors)

I@liéations of the Guidelines

Mr. lﬁllar& Collins

I have had the opportunity of looking at each of the guidelines more
than once since their first drafts last March. . It is interesting to
, note. how these are formulated, how they are changed, snd how they
revolve back to dead center, so to speak. - ,

The implications of the guidelines as I see them from the office
situation and the business, in generel, is that verhaps it is good to
stop or pasuse and evaluate those things that we know are basic and
those things that we know are good in any situation. I dom't want
%o take each guideline and go to the "Bow" section, but I would like
to Just point ocut a few that I feel are of value.

I think the guideline on the English language is important. It hap-
pens to be one of the biggest prodlems we are confronted with--ezch
of us--and I am sure that each of you, as business teachers, will
say thet it is.one of your problems. We haven't licked it and we may :
not be able to do so unless we are willing to consider reading as
important es typewriting, grammar, spelling, and everything else
: that comes into this whole commnication schenme.

Your guideline:6on Job-leével: competency for tescmers always bothers me.
I don't think there is an implication here ror business. I think it
! is wuch more important that the teacher understands the complete

~ process of what lappens to that shorthand; for: example, than just

pushing the students to get the speed! If we could expose students

to this, business would be wery pleased to know that the student

4 appreciates the mechesics from the beginning of the spoken word until
it 1s in the mail Gasket and cut--mailadle, and, many times, eraser
free. " g )
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I think teacher cmieulum &eveloplan" eertainly has m:plications for
husiness becarse we are changing.: There's an explﬁaion of knowledge
and there's en explosion of technology.

Teacher's intereat in and (edication to students hes meny implicetions.
1 think that you people ere going to have to raise your hand and ask
your presidents and your deans, your beoards of eduestion and ymr prin-

eipale, to glve you time to gt inte the businses world becauss you

Just can't sit in the &lassroom. If you wetch the science people, the
math people, and some of the otkers, they're probably doing more of
it than we a:eandyetm hm the largest laboratoryof eny of them.

‘Ihe business 'seacher mist also be concemed with vocational education
and legisliation. - Business LZs involved in meny of these programs,
either to a greater or lesser degree, and I think the bueiness teacher
mist relate ihese programs to the total office a.mi business education
progran in his ccmmunity.

ihybe there isn't a.nything tco new in all of these g\ﬂdelines and maybe
the implications ere not too strong. If you go back and look at some
of the work that all of us have done s or 1f you look -at a yearbook .
soxewhere, you'd find everything which is included in these guidelines.
Buy, the thing thet is new is the fuct that I see unity beginning to
formilate. You know, sometimes, we get very disturbed and we have

to work very diligently to keep from heving a diviaion. We can split
and it takes a long time to mend a split. What 1'd like to see, with
strong implic:&'aions here for tusiness, is a united front and a onencss
of purpose. You have different functions and different avermes
through whlch you'll go; but you still are training people for the
vorld of work.

DORALD "PATE

Professor and Chairman of Ofﬁce Administration smd
Business Education Bepartment

Arizone State University *

(Ed. D.--New York University, 1952)

Profeas:lonal Activities:
Awards Committee, Delta Pi Epsilon
Chairman- Inspection Team of the Accrediting Commission
for .<siness Schools
Gregg Award Committee
Handbook Committee, Ar:lzona Busine 88 Education

P&-ofe-ssional Organ_.zations.
Arizona Business Edncatora Association
Batg Gamma Signa -
Delta P4 Epsilon
Naticnal Business Education Association (Executive Beard)
Phi Kappe Phi
Western Business Education Association
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. Zupl‘catione of the Proposed Guidelines
D, DomelaTate © -

To see where we may be leading ourselves by concentrating on education
for office occupations, rather than by viewing the whole of education,

1 :

we can first review a definition of businéss education.

The definition referréd to has been developed through the years. The
definition embodies a rhilosophy of business edvcation. Business
3 educetion defined: it consists of three parts--a foundation based on
basic business, office education, end distributive education. From a
series of individual courses, we have dsveloped curriculiuns reflecting
the phiiosophy embodied in the definition of business education.

Looking to the future, Dr. Tate predicted that more business teachers
will be teaching economics courses, provided other states follow the
. pattern being establishec in California; that more senior courses in
— ' general business will be tapght; ard that more accelerawed classas in
’ business will be taught. The senior and the accelerated classes will
enroll both business and noubusiness majors. Also predicted was more
cooperation between distributive education and cther segments of business
education. '

In total, more of the overall philosophy of business educaticn will
be practiced. :

| Hov can we build on the gains made in business edueation? By
- continuing with the unified direction experienced in the Clinics
N for Office Occupations.

What are some of the weaknesses in business education? A primary
weakness lies in the relationship of the business teacher to his
business commnity. Too many business teachers are insecure in the
presence of businessmen, for they don't speak the businessmen's ’
langvage. They can‘t give advice that businessmen expect of
experienced high school teachers. This shorteonming may become more
acute as we send more coordinstors of office education Prograns out
to find work stations for their students. For business education to
move furward, we must command the respect of the businessman.

A word of caution for the .pecialized endeavor, such as the Office
Occupations Clinic. When a set of guidelines for one segment of
business education is developed to the exclusion of other segments,
business education may find itself winding up with only skill
teachers interected in office education and may £ind only these
programs remaining in high schools.

What can business education do to continue its- improvement? More
~ business subject matter should be offered to undergraduate and
graduate business teachers. Business teachers should be tought' .to
asswpe more leadership in activities such as Junior Achievement.
Teachers should be taught how to form a corporation, how. to market
a simple prodact, and how to dissolve that corporation at the end

23
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Chief, Office Océupations Education =
Division of Vocational snd Technical Education
Department of Health, Education and Welfare

A .

Office of Education

W sthd waowds snen ™ s ]
. wbm% W\JiL &Fe U [

(Bd. D.--University of Southern California, 1953)

“Professional Activities:
Consultant, Iranien Ministzy of Education.
Consultant, Rational Career Guidance Foundation
Consultant, United Business Schovls Association - '
~ Technical Advisor, Business and Office Division, i
Americsn Vecational Associstion -

Professional Organizetions:
American Vocational Association
Eastern Business Education’ Association
Office of Education Vocationai Association
Phi Deltsa Kappa '

Impact of Vocational Education Act Upon Office Oceupations
, Teacher Education

Dr. Bruce Blackstone

The impact of the Vocational Education Act of 1963 upon teacher
education in support of the office occupations can best be illustrated
by the fact that you are here today. We live in a rapidly changing
-world...a world which is chenging both in degree and in kind. Provid-
ing teachers to support instruction in cffice occupations is a major
- task...a task which must be met at multiple levels of instruction,
and in multiple clusters of office occupations.

The Vocational Education Act has had an impact in that it is now

- .possible to provide support to teacher education from State/local
and Federal funds. It is possible for a state, if permitted by its
State Plan, to buy the services of an institution, school, commericsl,
or professional group to rrovide specifie learnins experiences for
specific persons teking them from a specific spot on the educational
‘continuum and . delivering them to anothey prespecified spot on the
-eontingun, Iqstmctior; in sxippo?ﬁ-;gr Office Occupations Bducation
mst be speeific and related to predétermined objectives. There is
nw, for the first time, a demand for evaluation of the effectiveness
of "methods” instruction. :

N y ' s,
A significant impact Prom ths Vocational Biucation Act will be found

in recognition that there are certain different things sbout instrue-
tion for office occupsitions. Office Ceccupations Tedches Education
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""48 1ike thie field o Ofice Ocouhtichs Bidetdci, & ‘child
‘of ‘the Vocationsl Blucation Act of1963. Office Sccupations Teacher

" Education's purpose is to sipport the total ‘gpectrun of office -
cecupations education programs as defined and establisked by the ivles

" and régulatiocus governing pi ogtanms under the Vocstional Fducaticn t
of 1963." 'In this program the emphagis ig not upon the teathing of
subjJects, such es shorthand, ‘typewriting or bockkeering, but is
rather upon the preparation of a pereon to entér and advance in an
office occupation. This changes the orientation of teacher tyaining

and some of its supporting methodology. :

£

We cannot do the seme things in *ke same wey and say that we are
doing a Job of off.ce cccupations teacher education. We must epply
the same approach to the occupation of "teacher of office occupations
education” as we will apply to suy of the other major oeccupational
classifications. ‘ S

We must start from an analysis of office occupations tesching at each
of its multiple levels..high school. .post-high school...junior
college...private business school.. -military schools...MDTA, and
many other specific institutionsl levels. Once we have described the
cccupation in behevioral derms of specific performances and knowledges
and then the sociel and background skills and knowledges, we have the
problem of transleting these objectives.. -because that is what they
become...into the language of the educator. We must develop standards,
methods and materials, to effectively lead our prospective teacher

- from his career objective statement to successful achievement of his
requisite activities as a teacher of office occupations.

: Onee we know what the student needs +o Know, and have planned how to
. give him the appropriate learning experiences, we must "run him

through" the program using the most effective educational procedures
possidle. ' .

Certainly one of the most important aspects of a teacher education
program in the office area is that of a realistic "practical
. experience," that iz in this case, a realistic cadet teacher \
experience as well as a realistic.pericd of time on the Jjob in an
office occupstion.

: After the student has completed his learning experiences he should
: be assisted tc get a teaching job in the area and at the leyzl for
* which he had been trained. The final step in this tescher éducation
brocess 1s to follow up the new teacher and see 1f, in fact, he can
dc what he is supposed to Nave learned. .taat is, to be able ‘to teach
- and to teach well...if he can, we have a positive feedback and do not
‘need to make major chagges.. -if, on the other hand, there are significant
"CAN'TS" in his ieaching, we must reexumine the teacher education
which has been provided and perheps make major changes.

There 18 a difference in oifice occupations teacher education ang

business educatios ieacher education. Most business education teacher
training programs lead t¢-meeting of state certifivation vequirements.
In Office Occupaticus Teacher Education a person may qualify under the

f ! | 56
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State: Plan, and yet not. qualify for high school: certification. It is
alveys: importent to remember thet we serve: many levels: of. instruetion.
Office: Qccupations: Education is NOT HIGH SCHOOL ORIENTED, -and. its
supporting teacher education must not be restricted to this ares.

Qur responsibiiity for teacher preparation for office programs is
greater and more clear than ever before. We must provide for multiple
levels of instruction...We must accept tke frame of reférence of
vocational education in our teaching procedures..We must maximize

the efficiency of instruction, even 1f this means the development of
less than %-5 year, degree-oriented teacher prepuration programs. (In
some areas an Office Occupetions Teacher Technician may do as vell,

or meybe better than a S-yesr degree-oriented gradiate.)

We nust build upon the abilities which the candidate brings to the
teacker preparation program...we can no longer afford the lwry of
a lockstep, preseribed, "from start to finish" teacher education
program. We arz not interested in the number of semester hours...or
seat tiwe,..WE ARE INTERESTED IN GETTING THE FERSON ON 'THE JOR, WELL
FREPARED, AS RAPIDLY AS POSSIELE.

A new force is icose in the tield of business teacher education. This
force, office occupations teacher preparstion, is identified, restricted
and must follow prescribed actions whkich may or mey not be familiar

to business educators. Office Occupations Teacher Education can
provide facilities, equipment » staff, research, and other ane
services to state approved tescher education programs. A svrong
progrem in support of Office Cocupations Bducation is the teet friend -
that Business Education Teacher Education can have. There are

gseveral ways in vhich an Office Occupations Teacher Education can be
established on preservice and inservice bases. The State Plan for
Vocationel Education provides the basis for any authorized Office
Occupations Teacher Education program. These can be by contract

for specific servizes and they must be reviewed each year.

There will be a contimued impact of Office Oceupetions and its
supporting teacher preparation programs. New people and new obJectives
must be involved in office occupations education. Fagilities, staff,
and equipment can be made available to provide the tools necessary

to do the teacher education job. '

We must determine what needs to be dome, set it up in. appropriste
form, and carry through the program. We must be prepared to have
self-svaluation of cur teacher training programs and also to have
evalyation conducted by others in terms of criteria which they
establish. Part of the purpose of this meeting is to provide guide~
lines to help thsoe who will evaluate our program and have a set

of adequate criterion on which to Judge Office Occupations Teacher .
Education programs..

It seems reasonable to assume that our teacher preparation programs
will become better in content and methodology and will support an
increasingly important office occupations education program for all
vho want, need, and can profit from it. This is cur challenge and
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- Tmplementing the Guidelines
JOHN PENDERY

Vice President
South-Western Publishing Company
Cineinnati, Ohio

Implementing the Guidelines
Mr. John Pendery

I am delighted and feel highly honored that Dr. Cook and you folks have
permitted me to be here at both sessions of the Office Occupations
Teacher Education Clinics at Wayne State Uni versity. I have enjoyed
every minute of the two Clinics. It is the first time thst I have he*
the opportunity to work with many of you.

At the opening session, Roy Poe commented that we in the field of
business education have been sitting in the chimney corner while other
fields of education have been dancing in the halls i3 their fancy
slippers. He indicated that the Vocaticnel Education Act gives us the
opportunity to come out of the chimney corner to participate in the
dance, the music for which is being furnished by fuzis from the
Federsl governwent. '

One of the things that bothers me is how we are spending some of this
morey that has been dropped in our laps. Few of ycu have been associated
with business education any longer than I have. I can remember thirty-
five years sgo when we were doing all we could to Justify business
education because of its personal and social values. Since that time N
the pendulum has swung widely from personal vslues to vocational

values, back to social values, and now the greatest emphasis ever on
vocational education. The time we have spent in these two Clinies

has been direcied to vocational values of business education and the
training of vocational business teachers. In fact » any reference to
programs emphesizing the broader values has been discouraged because

the Vocationsul Education Act pertains only to vocational Business
education.

Bven L..ore the passage of the Vocational Biucationel Act of 1963, there
vas & dzfinite trend back to greater interest in training high achool
studer’s to earn a living on graduation from high school. It took four
or five yearz following Sputnick for parents and school administrators
to reslize that all students had neither the desire, the interest, or
the money to go to college. Enrollments in business subJects were
jacreasing tremendously before the passage of the Vocational Educaticn
Act. Much of this increase was due to more students in the high schools.

As I participated in these Clinics I couldn't help but think thet people
on the outside, reading of the things we have done here s might think .
that we in business education have never had any guidelines beXore. We
know that this is not true because many of our business educstion
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associations, including the National Association for Business Teachex
Equcation, have established many guidelines that have served us well.
A comparison of these guidelines with what we have recommended in these
Clinics show that many are not new. We have retained the good and have

added much to the proposed guidelimes. Here are s few of the guidelines
that I think stsnd out sbove the others.

The firat is the recommendation that both teachers and students should be
expnsed to actual office procedures at every opportunity. This experience
is necessary with the constantly changing procedures and practices
resuliing from rew office machines and datan yrocessing wethods.

The second is that our teaching of business subjects must include more
understanding of business systems. I believe the guideline as proposed

is understandeble to people who may not be directly connected with the
office administration program.

‘The third guideline of importance in xy opinion is the recommendation that
there be better coordination of programs in Junior colleges and coomunity
colleges with four-year colleges to encourage more people to enter more
advanced training for business and business teaching.

The fourth guideline of great importance is the recommendation that
teachers who are already in the classroom must use every faeility
avalleble to keep up to date on wha’ is happening in tre business office.

The £ifth guideline that may have a greater impact then some others is
thaet all business teachers have an obligation %0 teach not only the skill
subjects but also the related areas that -develop in every class. An
understanding of business operations is important but teachers must use
every facility available tc help students find arsas of great interest
and potential and to help each student develop to the fullest capacity.

My final suggestion is that we take advantsge of opportunities opened

to us by the Vocational Education Act » not just to be spending money, but
to develop the best programs possible to prepare people for the top

Jobs in business offices. With office production costs increasing,
businesses will be demanding employees who are more efficient and with

greater skill.

HEXBERT TONNE

Chedrman, Business Education Department
New York University ~

(Pa.D.-~New York University, 1928)

Professtonal Activities:
" Sponsor, T6 doctoral candidates in Business Eduestion




Professional Organizations:

Anerican Chapter, International Association of Business
Educstion (President)

Business and Sconomic Polleies Commission (Cheirman)

Delta Pi Epsilon

Eastern Business Education Association (President)

Gregg Teachers Association

. mlementigg the GQuidelines

Dr. Herbert 'i'onne

The summarization of «. . des of conferences in which judgments were
nade, revised, and then after more discussion again reviged, is an
almost impossible task. It, therefore, seems wiser to take & some-
what different approach to reviewing the guideline study in business
teacher education by considering major alternates.

A possibility that deserves further consideration is the idea of
eliminating all formal requirements for teacher certification and
requiring a series of tests in subject matter, and in teaching
procedures. It has been tried, frequently, in many other countries.
It has tane advantege of eliminating the red tape of cou-ses, waste of
time involved in 1listening to irrelevant lectures, and giving the

full recognition o the variety of learnings achieved in everyday life.

The major disadvantage is that nc test can measure all the gbilities
involved. Moreover, most people involved as they are in the mimitia
of life do not have the self-discipline to do the studying by them-
selves needed to prepare for such an examination. Finally, it does

not £it ir with the American pattern for preparing for professional
Job competency.

KNeverthel-ss, techniques of measurement for teacher competency should
be developed, either through.the state education department, or betten
through some central agency whose Judgments are accepted by the state

of business teachers. There are s considerable number of highly
qualified persons available who, if they can prove competency by an
organized shorteut, would be valusble business teachers.

. Another widely suggested procedure for securing adequately trained

business teachers is to build sn entire quaiification program around
Job experience. The British have made extensive use of this technique.
Well qualified, cultured men ang women in off'ice work are invited +to
become business teachers. They take a pre-service training course in
the summer and become probationary teachers for one ye=z. IT they
show classroom competence, they take tws in-gervice summer programs
and then are permanently licensed. No formel school training was
required when the progrem was Pirst initiated. Many of these teachers
were highly ccapetent school masters.




The State of California has toyed with the idea of certifying, as
business teachers, liberal arts college graduates who have given
evidence of adequate jJob experience without requiring any education
courses, at least at an initisl baesis. Seriocus deficiencies can
develop in the use of this procedure. Job experience is recessarily
lixited. An office worker may be thoroughiy competent in his Job and
6t111 not know the gamut of Job service required for teaching.

Sowe combination of testing, Job experiencs; end ecurses on the basis

of school courses seems to bYe a best combination. The standard American
system of determining competancy for tanshing huasineas sublscts Las

VACRiIc DR GUWISGW VD LD

been to emphasize courses as an evidence of competency. It would be
most unwise to discard this procedure as a najor basis for selection

unless we have proved alternates. Mach wiser is a modification to
supplement courses.

The gutdeliines that have been developed in business teacher education in
this project should help tescher educators materially in approving their
course work by innovetions in job experience, testing, and programed
learning. Alternsate procedures for the traditional pattern for teasher
education in business should be considered supplements, rather than
substitutes to the traditioral pattern, for while the traditional

pattern has weaknesses, it also has major strengths which we need to
cherish and presgerve.

* * *

FHASE IV--Editorial Commlttee, June 4-6, 1866

An editorial staff consisting of the Project Director, Dr. Fred &. Cook,
and three Consultants-Dr. J. Gurtis Hall, Dr. Frank Larhem, Dr. James
Marmas--reviewed and revised the guidelines which were developed at

tie National Clinic. The editors also considered suggestions vhich
were received from the mailing to the 1350 business educators. These

Suldelines were then submitted to two professional editors for additional
refinement.
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SUGGESTED GUIDELINES

Every city and state buginess education supervisor and every business
teacher educator in the United States received at leest ore draft of
the tentative guidelines, and, in most cases two drafts An earnest
attempt was made to secure their written comments as well as their
active participation at the N.E.W. regional meetings and the National
Clinic. A total of 323 business educators participated in the develope
Benv of hsse guldelinss, either by submitiing writier suggertions or
by attending one or-more of the regional or naticnal meetings.

No attempt has been made to list these guldelines in any priority. In
other words, Guideline 15 is as important as Guideline 1. Bovever,
the system for classifying the guidelines isg:

A. Specialized Education: Guidelinea , 2, 3, 4
3, Professional Edueation: Guidelines 5, 6, T, 8, 9, 10, 11, 12, 13, 1k
C. General Edueation: - Guideline 15 o

D. Institutional Responsibility: Guidelines 16, LT, 18, 19

Thege ngidéliﬁes are bugige‘s?’l:fﬁ._ons:~for agtion. fhey descride the gualities
and competercies which thene teachers mhould possess as well as the
processes for achieving these goals. : -
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o i BUSINESS ADMINISTRATION CONTENT
' WBAT:

A teacher should urderstend how the Arericen business systam
mnetiog;o a‘nd. how o firm operates within this systen,

WHY:

- To prepare student: for work in office cccupations a teacher
— needs & broad uadenrstanding of econcmiics and busipess adninis-

;’,: Business is placing incressing emphasis on g total-systems
T concept in which ench Job is identified by its function end
4 its velationship to the entire operation. This concept

ezphesizee the plesning, organizing, executing, and evelusting
of the momagemennt and operational fuactions of btusiness,

BUSINESS ADMINISTRATION CONISMT--Some suggesied ways of achieving
the cbjectives of this guideline isslude;

l. Requiring & sequence of courser in business and economics,

2. Emphesizing céncepts rather than syecific facts throuzuout
the progeam, . C : '

3. Uaititg the‘mé.jeet and the case study metihod.
b ;’rov;d;pe; opportunities for wérl; s?,ixd; e.nd, £ield cxperience.
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WRAM.

WRY:

HOW: -

A teacher should hive jobalevel conpeteneies tn-thoge:
activities that he teachos apd should understand how these
campetencics faoilitate the administratvive funetions of
business.,

A teacher 48 better ecquivmed %o tenek aose Uilnge waich he
uwnderatands and is oble to'do himself, %o integrats knovledge,
basic skild, and attitudes fnto a s:tlﬁracfi'oa‘y’*~mftiij§attern,
& teacher must posscsez both occupntion~) ecompetencics and a
basic understanding of the administrative functions of business,

SOB-LEVEY, COMPETENCY=-Somc ‘sugEssted ways: of ackileving the
objectives of:this guideline includes . . .

1.  Providing -appropriate classroom expericaces,

2s Regqu;%p;maam‘:otﬂeeiexyem«éncedn wellecquipped
laboratories, .

3o Prwidingowbnof-achool off:lce éz;;eéiénce.
b, Réqﬁﬁ:!.ncﬁ fcq;ﬁpéicéﬁey i*n conducting;;cbamlyaesa

-
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Guideline 3

REIATED OCCUPATIONAL EXPERTENCE

4 teacher ahould have re“hfe& Secupational rience in
office, suyervuory, or management 1»:::1.1;5,¢ﬁ?wQ =

WHY:

It is récognized that Job_ eonpetencin nay be &Mmd 3 the

classr . nmm:r oceupiticnal expariencs
that is easeitial :3;- thi oﬂiaa oemmaﬁim Satobe p nenaion

HOWs

N
whSOl‘ mgnted off
f this mmim W‘

: ‘;)‘w"omrati'ga vork ae\mgwma.

M. ‘uadirdglie sabbitica eres ¢ :
gnn Qmm or e ri.md hers
m"“ m“?‘ﬁ@ prznom ““ to

£

;

:‘.\IJ. . i R )" 8 . E \ . ~
X Pet S T A - < ¥ .

) —
.
R K -
e &
g
o, i o a
v bR -
& ¥
¥ i : I i i,
s
RN | Wt K
3 AN A
e
-

- 4 e e w4 m e a5 e o e e, e 7



CHANGING 'GFFICE OCCUFATION

A teacher should be sware oftheehangzngn&wzeortha
economy and should understand the effecte of change on -
the prepevation needed for office occupations.

Changes in the economy and hussiness effzet the skilis and

knculedges neaded for office employment. .The rapidity with

vhich these changes are tmngphcemwtheybe
expeditiously reflected in the curriculum,

CEANGING (FICE OCCUPATIONS--Some suggasted vays of achieving
the objectives of this guideline include:

1.

2.

3.

Froviding teachers with an opportunity to keep abreast of
hu:imza And economic change as -indicated in sueh

_ publicktions as newspapers, zegazines, census reports,

and economic roportc

@quirina tuehera tp mtieipste m busiriess, civic, and
ofonioml organizations,

Providing amr*unit:en for teackers to attend special

vorkshops,’ tezche. clinics, in-service prograns, ard sumser
sessions.

NETELEY R, T e g

ﬁncoumgmg teu;hors o e oopamta wm stuto e.nd Yocal
departments of education and teacher education institutions
ip conducting research, surveys, folloveup cfmdios, and
interviews in the Lusiness community, ‘

67



2. Reeruiting and ke).e&ﬁé

Guldeline 5
DEDICATION TO EDUCATION

A teacher shonld have experiences that will develop
intarest in an? Qedlcation to the education of
students for oceupational proficiency.

The effzativencss of a teachsr depends upon his
dedication to the education of his studen o That
dsdication zust de founded wpon a coaviction that
what he teaches is vital to %heir welfare, Through
this dedication, he should be sble to prapare then
xore effectively to enter an office oceupation,

DEDPICATION 70 EDUCATION~~30me suggested ways of
achieving the objectives of thia guideline include:

k P Rearu:m.ng taa&h\w. edubatons vho demonstrete
dedication-to and enthusiasm for wiat they ave
teaehing. » .

ospactive teachers
“hrough commiication with high school teachers
and counselors, :

3. Raquizrdng prospective teachers to participate in
a‘h;dept and teacher organizations,

ke Raquiring student Me:a o ‘attendhigh schno)l,

faculty meetings,
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TRBACHING-IEARNING PROCESS

A teecker should have an understanding of and competency in
e teaching-lesrning process. :

The skills of teaching epd of creating positive claseroom
dearning situstions may be fully Ssveloned only when they

end sociological principles. Therefore, an understanding
of the nature of man and of the principles wvhich facilitate
learning is & prerequisite to meximum teaching effectiveress,

TEACHING-IEARNING PROCESS--Some suggested ways of achieving
the objectives of this guideline include

1. Providirg pre-service expericace utilizing a variety of
- teaching procedures, including large-group and small.
group instruction, team taaching, and nicro~tesching.

2. Providing opportunities for Jearning experiences with

various socio-economic greupe through field trips and
commnity activities.

3. Working with schoo). testing centers in daveloping, .
administering, correcting, and interpreting. teats,

b, P:l'oviding opportunities to observe and perticipate in

current research activities,

-




Culdeline 7

INSTRUCTIONAL FROCEDURLS

WHAT:
A teacher should be proficient in the use o? lnstruetional
yrocedures, media, and ‘techniques for developine offdee
skille and concepts, :
L

A teacher should know not only what to teach but how he
can best help students develop skilip end leern concepts,

teacher effectivaress,

: o Lp

-~ -
LI
.’) "

o INSTRUCTIONAL PROCEDURES-~Some suggested ways of achieving
. the objectives of this guideline include:

1. Providing an opportunity to learn about such devices
&8 team teaching, programmed instruction, nicro-teaching,
couputer-assisted instruction, conventional audio-visual

meterials, and all other new teaching 1deas.

2 Requiring participation in organized éxperionces des
to identify procedures, medis, and techniques appreprinte
for developing skills ang concepts, |

B 3. Requiring attendance at demombtrations of bew machines,
= techniques, and lectures or seminars on new developments.

i

% Developing atscrimimation in the selection and use of

books and other publicatiors available from business,
edueation, and Industry,




- = ' [dr I hd
SR 2 S e e et 1 e

HOW:

| Guideline 8
CURRICULUM DEVELOPMENT

A Teacher should understand the prineiples of curriculum
and course development.

Tohere should be a systematic way to prepare etudents to enter
office cecupations, An understonding of the principles of
curriculun end course development will help teachers develorn
appropriete plans, It is especially iwportant that such -
Planning be besed upon an identification and analysis of

the office service functions.

CURRICULU?! DEVELOPMENT--Some suggested ways of achieving
the objectives of this guideline inciuvdes

1.

2,

3.

Requiring teachers to study the prineiples of planning,
constructing, using, cnd evaluating curriculums. '

Providing cpportunities through cese problems and through -
yexticipation on curriculum cormitiees for practice in

the development of currdculum end cowrse content,

srz‘:vl;idins an apportmsiity for teachers to become familiar
and to use the Dictiomary of Qceupaticnal Titles as
a basis for currieulum and cours svelopmente

Helping teachers identify the levels of competency in
behavioral terms required in office occupations as e
basis for curriculuwm and course develcopment,
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(Guidelins 9

PRINCIPLES OP VOCATIONAL EDUCATION

A teacher should understand the principles and vhilosophy of
vocational education. :

Vocational educetion is an igportant aspect of the totel
educational program. It consists of a variety of specialized
fields, one of which is office occupationz, It is important
that o teacher in such a specialized field understsnd the
scope and role of vocationsl) education,

FRINCIPLES OF VOCATIONAL EDUCATION--Some suggested veys of
achieving the objectives of this guideline inecludes

le Providing opportunities for cmm‘.icaﬁon between teachers
and representatives of different vocationzl fields,

2, Requiring teachers to participete in pwofessional
organizetions related *o vocational elucation,

3+ Reading ond studying State plens and Federal legislation
for voeational education,

h, Héip:lng teachers to meet and work with loesl ind State
.~ directors of vocational educetion and wvith regional and
national H.E,W. persommel, = =~ =~ =~ .

¥
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Guideline 10
TNNOVATION, EXPERIMENTATION, AND RESEARCH

VHAR:
A teacher shouid understand, sppreciate, and kea;i abreast of
ianovation, experimentation, an? research in edueation and
in offiee technolc_y.

WHY;

Teacher praparation should involve the development of toois

for discovering research evidence, weighing its relevance, and
developing concepts, values, tentative Judgments, and generali-
g rations. ‘the willingness and &oility ol teachers to innovate,
.. to. experiment, erd to use research results eve essential to
viadle office eduecation prozrams, . '

INNOVATION, EXPERTMRNPATTON, AND RESEARCH.-Soe siggested
ci waye of achieving the objectives of this zildeline include:
1.  Providing an wderstanding of B\rvey research techniques

> 88 a means of secming information about the changing
nature of office accupations, .

2 Requiring teachers to undértake classroon siperinentation
_ as a-pert of‘ thelr education yrograns, -

3. Providing practice in the interpretation,
epplication of research findings,  .....

4% Encouraging teachers to report the results of their

raluation, and
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Guideline 11
STUDENT TRACHING

A A e L. a

A TCECATE BOUULA Wﬂ BWBB’B WBGDIIB cxper:l.encc 1!1 we

occupational progrem for which he is being prepared to
teach,.

Student teaching experience is vital to the prepsration of
teschers., This experience should rrovide the prospective
teacher with the oppoitunity to relate his previous leaming

experiences to the cecupational programs in which he will
teach, '

STUDENT TEACHIRG--Some suggested ways of achieving the
objectives of this guideline includa:

]:. Asnim student teachers to competent teachers who
- are enthusiastic about studen% teacher pmgrm.

I — ——— *5"-'-‘ -

- ‘~1’rov1aing awemnion of student teachers by a
qualified apecialiat in office oecupations teacher
G@Gﬁtﬁ.ﬂﬂc - L T ’

3. Requiriug the student teacher to participate in and
'become mm with the total scheol program.

4. Asaigning student teachers to teach only in those
classes in vwhich they have dsmonstrated sompetency.
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Guideline j2
RELATIORSHIP TO TOTAL EDUCATIONAY, PROGRAM

A teacher should understand the relationship of the office
cccupation program to the total program of the school and
other educational sgencies,

: A tescher will be more effective 12 he understands the
reixtionships among the various programn in his. school and
in othex educational agencies, . This knowledge will halp
him to see how his office occupation program ra2lates to
other programs, how other yrograms contributs to office

occuptions, and how all programa contridute to the education
of studants,

.- RELATIONSELF TC TOTAL EDUCATIONAL FROGRAM--Soze suggested
: ways of aschieving the cbjestives ¢ this Suidalise inziude:

1. Enmecuraging the tescher o volunteer his services for
- commnity respopsibilities, espacially to curriculum
and acereditation comitiess, T

2, Bocoursging attendancs at Paculty end beard of education

3. Developing teanm tesshing projects that cut across
departaental lines. g :

4. Requiring visitations to other commmnity sgencies,




Guideline 13
VARYING ABILITIES

WHAT:

A danshav alieuwd1d Wa ——— P S U
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varying neecds, abilities, and ag:s,

WHY:

The diversity of aducationsl opportunities and job
requiremente is making office cccupations procrams
available to & variety of persors., They include
the-gifted, the average, the slow learner, the
economically deprived, the culturally disadvantaged,

the young, and the old, Therefore, the teacher must

be able to diagnose and understard the learning probloms
of thege individuals, /

BEOW:

' VARYING ABILTTIES--Sowe suggested ways of achieving the
objectives of thie guideline include:

1. Providing instrmction in the theories of individusl
differences, ~ —

2. Providing luboratory erperiencep' to help teachers
recognize the effects of these individusl differences
on the learning processss, : ,

3. Pravi&ing field expsisiences vith students of iarﬁng

- &bllitles and levels of aspirations,

he Providing experiences thet will help teachers 1dentity,

diagnose, and develop educationmal programs for students
- of varying necds and abilities,




GUIDANCE AND COUNSELING

A teacher chounld be prepared to assist students who are or
might be interested in office employment ar = career
objective to make appropriate educational and vocotional
choices,

The fleld of oflice employmert cffers a wide range of jobs.
Because all studeants cannct b8 sutcessful in sil offics
Jobs; & teacher should be sble to hely sach student select
the progrom best suited to his interests snd abilities,

CUIDANCE AND COUNSRLING--Some sugyssted woys of achiewing
the objectives of this guideline incinds:

i. Providing teachers with the oppartunity to learn about
~ the procedures anl techniques of cducationel and
vocational counseling,

2. Familiarizing teachers with published ocoupational
guidance waterials and Informetion about opportunitiss
:I.n,th‘g -office occeupationss . - - .

" 3. Providing teachers with the opportunities for counseling
students, both individually:-and by groups, sbout thedr
vocationael ‘and-edueational planss. = . .

%e aeli:lns teachers develop a knowiedge of job entry require-
ments through comunity surveye,:follow-up studies, and a
study of the Pletionary of Oceupationsl Pitles.

%
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Guideline 15
GENERAL EDUCATION

A teacher should bave a general education’in addition to
specislized preparation, :

A teacher may relate more cffectively to his total environmeut
if he Bas a gereral education in addition to bds specialized
preparation, Genearal education (which intludes such disciplines
as behavioral sciences, humanitics, natural sciences,
xathepatics, physical health, and commnications) sbovld ¥ p
%o cliannel his 4ntellectual cipacities to the goal of saif-
realisation and repponsible citizenship, and into thoas
acequplishments gemerally .ocepied as the werks of an

edusated person,

GENERAL EDUCATION--Scme suggested ways of achieving the
objectives of this guideline inclunde:

1. Working with those responsible for general edneation in
the development of subject matter, tcchniques, and media
throuzh vhich gezerel education concepts can W2 learned,

2. Providing opportunities for teachers to develop ideas
for thembelves in smell groups, in class discussions,
by oral and visual stimlation, by reading source
materiels, and through independent stwdy, ’

3. Providing a variety of course seclections and specialiged
sexvices pl 24 10 weet particular néeds and géals of

teachersy - - -

4o Using commnity resources such as libremies » MUSCUNS,
and mocial and cultural agencics 28 a basis for
enrick 'ng the geporal efuention progrom,
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IR-SERVICE EXICATION

WHAT:

A tescher education inatitution should coopera.: with other

egencies in providing in-sexvice educetion for teachers of
o office occupations.

-

WRY:

. ALl vrofessions require that their memders continie learning
- aftey the initial perjod of preparatfon, This requivement
i3 especially importast for the office ocoupstions teacher,
begause tectnology in toth business‘cid sducatiop continue
to chenge ot an accelerdted pace. In-service programs
provide an effective woy for the-teadher €6 kaep up to
date,

BOW

IN-SERVICE EDVCATTON--Soms suggested ways of achieving the
E&”%' oblzstives of thie guldsline include: '

¥ 1c . Pubiishing newnletters that includs eummeries of revent ™

2o Assisting in the identilication and preperaticn of speclal
| instructionsl meterials, = T
|> R : e P ST A , ’ T N ) R

t. 3+ Establishing ilnstructionel materials centers avallable

e 0 teachers in the feld,” -~

%o Providing asslstauce to teachers in designing, funding,

- and‘vondueting cooperativé vesesrch projectss ©




A teacher education institution should heve up«-to-ﬂate office
machines leboratories and facilities,

Guideline 17
: EQUIP)MENT )
- WAAY: ' ,

Modern offices are placing increasing ewphasis on labor-saving
machines., Teachers must know how to operate these machines

enfl reiate them to office procedures if they are £o tesch their
students effectively. Therefore, teacher training institutions
should provide leszdership by equipping office machines laboratories
with m:::se tvsiness machines that require special know‘edse or

tra

Hows ¢ ;
Sczc sugzeated ways of achisving the objectives of
this- guideline includes \

Lo Prmidim\adeqmte budgets for equipping office machine
laboratories;-shorthand lsberatories, data proceasinz 1
lahorator:!,es, and- the like, .

. N )

2, Working with business advisory comzittess and professional

groups o establish standards.for equipment end facilities.
S

3. Providing "hands on" experience in nadern sachines laboratories

for prospective and in-service teachers.

4, Renting or M-..g office sguirsent in order. to keep
laborziories modern.




Guideline 28
PROFESSIONAL RESPONSIBILITY

A teacher education institution should strongly encourage
that a teacher delongs to and participates in professional
organizations,

WY

Because involvements and perticipation in business, civic,
edncational, and voecaticnal education organizations provids
an important vehicle for contimued professional growth,

early affiiiation with and active nartieipation in such
orgenizations chould be encoursged, The rate of change in
education and technology is such that continuing professional
development 18 an easential aspect of the teacherls =duecation.

PROFESSIONAL RESFONSIBILITY--Some suggested way  of achieving
the objectives of this guideline include:

1. Baving teacher educators chow, by example, the advantages
of joining and participating in professionsl organizations,

2. Raquiring student teachers %o belong to and attend msetings
of professional organizations vhile they are in school.

3. Requiring student teachers to read and contribute to the
litereture of their profsssionsl organizations,

4o Providing opportunities for teachers in training to assume
leadership roles and participats in professional meatings.




WHAT:

Guideline 19
ARTICULATION

A teacher cducation institution should articulate its
office teacher education vrogram with thosc of other
post-high school institutions,

Effcctive recrultment 48 vital to teacher education
programs, Students in post-high school institutioms

should be encouraged to prepare for a bueiness teacaling
carecre

ARTICULATION--Some suggested vays of achieving the objectives
of this guideline includes

I

2.

4,

Working with admissions officers of temcher cducation
institutions to cstablish more realistic and uniform
admission standords.

Extoblishing progrome that moke it feasible for students
to transfor from other post-high school iastitutions,

Informing eppropriate officials of other post-high
school inatitutions about the programs offered by the
teacher educetion institution,

Developing coubined progrums with other post-%igh school
institutions to facilitate articuwlztton. '
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0ffice Occupations Teacher Biducation Clinies

. Fhases I and IIT#

Pm&wg Director
M. Fred S. Cook

MeD ) e man A S . _ B _
LoaSES O Baucavion

Wayne State University
Detroit, Mickigan

Assistant Project Directors

Mr. Daniel P. Brovm
College cf Education
weyns State University
Detroit, Michigan

Cousultente

Dr. Lavrence Erickson
University of California
los Angeies, Californie

r. J. Curtis Hall
Richmond Profassional Imstituta
Richmond, Virginia

Dr. Frank lanham
Unitersity of Michigan
Ann Ardor, HMichigan

Dr. James Marmas
St. Cloud State Teachers College
8t. Cloud, Minnesota

Dre William Pasewark
Texss Tech -
Inbbock, Texas

y_o §e fice 2£. Bducation

Dr. Bruce Blackatone, Chief
‘Ooffice Occupations Bducation
Dapartuent of H.B.W.
Washington, D, C.

. Sidnsy Righ ‘

Occupational Research and Planning
Frogren
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' Mias Christine Micheals

College of Zducation
Waype State University
Detroit, Michigan

Dr. Estelle Popham
Huater Cecllege
New York, New York

Dr. Donald Stather
Boston University
Boston, lassachusetts

Prof. George Wagoner
University of Tennessee
Raoxville, mam

Dr. Alice Yetka g
Colorado State Univarsity
Greeley, Colorado

Dre Merle E. Strome
Assistant Director

- Program Serv.oces

Departuest of KEW.
wm, D C.

“Avproximately 25 business educators attended each of th» nine HRBW,
regional meetings (Fhase IT), T :




Business gglreeenﬂhatives

Mr. Millard Collins, Manager
Educationsl Sexvices

Office Products Division
IR{ Corporation

New York, New York

Dr. Robert Lusk, £d. Director
Autqmobile. Menufacturer Assn.
Detroit, Michigen

General Teacher Educators

Dr. Harold Davis .

Director, In-Service Education

Educational Research Council

Clevelani, Ohio

Mr. Kevin Ryas

Stanferd University

Palo Alto, California
Vocational Tescher Bducators

BusinesseEducation:

Distributive Education:

Home Eéanamies:

\

Technical Bducation:

darticipants

Mr. John Pendery, V.P.
South-Western Publishing Co.
Cineinnati, Ohio ’

Mr. Roy Poe
Editorial Director,
Gregg Division
McGraw-Hill Book Co.
New York, New York

Dr, Jemes Stcne
University of California
Barksley, California

Dr. Domld Tate
Arizona State University

Texmpe, Arizona

Dr. Herterc Toune
New York University
Rew York, New York

Indians State University
Terre Haute, Indiana

Dr. Albertes Hill
Iowe Stete University

‘Azes, Iowa

Dr. Maurice Rouey
Oklahoms State University
Stillwater, Oklahoma
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REGION I. (Connecticut, Maine, Massechusetts, New Hampshire,
- . Fhode Island, Vermont)

‘Mr. Charles Guatney* (Vermont)
Dz, Dean Malsbary iconneeticut)
Or, lester Sluder (Massachusetts)
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KBGION II (Delaware, New Jerssy, Rew York, Pernsylvenia)

Dr. George W. Anderson (Pemnsylvania)
Mrs. Mary Jane Boering (Penneylvmias
Mrs. Prima-Iee Bryson (Maryland)

Dr. Jerrs Gratz {Pennsylvenia)
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Dre Arthur S. Putrick (Maryland)

Mr. George Vanover* (Kentucky)

Miss U. Louise Whitlock (North Carolina)
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Mrs. Eva S. Carr# (Alabama)
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Dr. Frank Herndon (Alabema)
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Mrs. John Wade (Tennessee)
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Mr. Walter Chojnowski (Wisconsin)
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A' Mr. Richard G. Horn (NO)
: Dr. Barry Huffmzan (Gbio)
: Dr. William Jennings (Ohio)
Mr. George Kargilis¥+ (Michigan)
5 Mr. Alen MeBroaa (Michigan)
Ny Dr. William i{itchell (Wiscomsin)

Rk Miss Jeanne Reedw* (Mic
. Mrs. Belen Sturdevant (mic )

. Mr. Leslie Whale®# (Michigan
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North Dakota, South Dakote)

Dr. Licyd Douglas (Iows)

Mies Louise Xsdler#* (Kansus)

Mr. R. Charles Lowg (North Dekots)
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Dr. Ray Price (Minnssota)
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Mr. Burlan H. Sheely* (Minnesots)
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Dr. Frank Ferguson (Louisiana)
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Lr. Gerald Porter (Oklahoma)
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